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Introduction
The impetus for the revision of this Handbook grew out of the perception on the part of a number of SEAALL
Executive Committees that much of SEAALL's institutional memory was not being preserved. As AALL's oldest
chapter, SEAALL bas a long history of accomplishments. Bq;inning in 1994, it was perceived that the transition
between officers and committee chairs was not occurring as smoothly as was desirable. Thus began the project to
revise, enlarge and update the admirable work of the Ed E<hnonds on the first Handbook.
It is hoped that having chapter activities and procedures streamlined and documented will encourage those chapter
members who have resisted committee or executive board involvement in the past to take the plunge. Now that it is
no longer necessary to re-invent the wheel with each change of committee chair or officer, it should prove to be much
easier to accomplish the activities of the chapter.
Thanks go to all SEAALL officers and committee chairs since 1994 who have responded graciously and promptly
to my requests for written documentation on committee and executive board procedures, for information on chapter
history and for suggestions on how the chapter could do better.
Thanks also go to the Law Librarians' Society of the District of Columbia, the Minnesota Association of Law
Libraries and the Association of Law Libraries of Upstate New York for blazing the chapter handbook trail and
allowing other chapters to borrow their ideas.
A final thank you must go to my husband, Tim Coggins for bis 1.mfailing support and valuable suggestions.
This document will always be a work in progress and will require the care and maintenance of all future SEAALL
members. Suggestions are always welcome.

Hazel Johnson
Richmond, Vrrginia
March 1998

SEAALL Handbook: Jntroducticn to 1992 Edit.icn

Introduction to 1992 Edition
A. Purpose of Handbook
This Handbook is intended to provide SEAALL officers, committee chairs, and members an overview of the Chapter's
operations. The Handbook should assist members assuming leadership positions to commence their work with information
regarding the functions, duties, and responsibilities of each position as well as the practices of prior officers and committee
chairs. The Handbook will also help to clarify instances of overlapping and intersecting responsibility, and to provide an idea
of how the work one does may effect or be affected by the work of others.
The intention is not to provide every detail of past operations, or to replace personal contact among members. It is
assumed, for example, that out-going officers and committee chairs will thoroughly discuss with their successor the work of that
office or committee, and provide more extensive documentation and records than can feasibly be included in this Handbook.
The Handbook is not intended to create unbending rules a. procedure or to stifle creativity. Hopefully, the Handbook will
provide an outline of past practices to serve as a starting point The vitality of any organization requires initiative and
imagination.

B. Relationship to Other Documents
This Handbook supplements the Chapter's Articles and Bylaws, but it does not have the same formal status as those core
documents. While the latter are prescriptive, the Handbook is intended to be suggestive. In cases of conflict between the
Handbook and the Articles and Bylaws, the latter prevail. While the Handbook attempts to provide interpretations of some of
the general provisions of the core documents, the interpretations are not to be treated as definitive. Members should feel free
to exercise judgment within their areas of responsibility and to deviate from the guidelines presented here when appropriate.

J

C. Updating
The Editor will update the Handbook on a regular basis as determined by the Executive Board It is produced in looseleaf
format to allow easy updating of individual sections.
Suggestions for revisions should be forwarded to the Editor a.the Handbook and the Chair of the Publications Committee.
All users of the Handbook are encouraged to note statements that appear to conflict with actual or preferred practice and to
suggest appropriate changes.

D. Distribution
The Handbook is distributed to all SEAALL officers and committee chairs. Notice of its availability is published in the
Newsletter, and other members wishing to receive a copy can request one from the Editor. Distribution to SEAALL members
is made free of charge.
A copy of the Handbook is also sent free of charge to the President of each AALL Chapter, to the Coordinator of the
Council of Chapter Presidents, and to the Executive Director of AALL.
Copies requested by individuals or groups not mentioned above may be provided at the discretion of the Chair of the
Publications Committee. If the volume of such requests results in major additional expense, the Chair may request authorization
from the Executive Board to charge such individuals or groups an amount equal to the actual cost of copying and distributing
the additional copies.
ii
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« Inoorporaticn
Articles of Incorpora1ion
of the Southeastern Chapter of
The American Association of Law Libraries, Inc.
As Amended July 12, 1998

The nndersigned incoiporator, desiring to form a not-for-profit coiporation nnder the provisions of Chapter 617 of
the laws of the State of Florida, does hereby adopt the following Articles of Incoiporation in accordance with the
laws of the United States of America and the State of Florida.

Article I: Name
The name of this organization shall be Southeastern Chapter of the American Association of Law Libraries, Inc.

Article II: Purpose
The purposes for 'Mlich the Coiporation is organized are exclusively educational and scientific purposes within the
meaning of section 501(cX3) of the Internal Revenue Code of 1986 (the "Code"), not for pecmriary profit, including
the performance of the following activities exclusively for such purposes, except as restricted by Article X herein:
a.
b.
c.

Promote law librarianship;
Develop and increase the usefulness of law libraries, particularly those in the Southeastern area of the
United States; and
The exercise of all powers conferred on a coiporation organized nnder the Florida Not-for-Profit
Coiporation Act as currently in effect and as it may be amended, and all such other powers as are
permitted by applicable law.

Article ill: Term ·
This coiporation shall commence coiporate existence upon the filing of these articles by the Florida Department of
State and shall have peipetual existence w:tless sooner dissolved according to law.

Article IV: Members
Membership of the cotporation shall be open to any persons or institutions residing in the Southeastern region of
the United States interested in law libraries and desiring to promote the goals of the cotporation.
Any person, company or institution with an interest in supporting the activities of the coiporation located or
residing outside the Southeastern region may become an associate member.
The Southeastern region includes Puerto Rico, the U.S . Virgin Islands, the District of Columbia and the following
states: Alabama, Florida, Georgi.a, Kentucky, Louisiana, Mississippi, North Carolina, South Carolina, Termessee,
Vrrginia and West Vrrginia and such other states as may be added.
Members shall be achnitted to the coiporati.on upon application to the Board of Trustees in the manner prescribed in
the Bylaws. All individuals named as officers or trustees of the coiporation shall be entitled to become members in
the manner provided in the Bylaws.

1.11
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This corporation is organized upon a non.stock basis and shall not issue shares of stock.

Article V: Subscribers
The name and residence of the subscriber of the corporation is as follows
Paula Tejeda
St. Thomas University Law Library
16400N.W . 32ndAvenue
Miami, FL 33054

Article VI: Officers
Section 1. Officers.
The officers of the corporation shall consist of a President, Vice-President - President Elect, Secretary, Treasurer,
Immediate Past President and two Members-at-large. The vice-presidmt/president elect shall serve as vicepresident and shall automatically become the president after one year and shall so serve during the second year
following his or her election. The secretary, treasurer and the members-at-large shall each serve for two years. The
officers shall serve without compensation. [REVISED JULY I 998 TO ADD IMMEDIATE PAST PRESIDENT AND
MEMBERS AT LARGE.]

The officers shall perform the duties pertaining to their respective offices. In the event that the president resigns
prior to the completion of a regular term, or is otherwise miable to perform the duties of the office in the judgment
of the Executive committee, the vice-president - president elect shall automatically asswne the presidmcy and shall
serve therein until his original presidential term would have expired, or for no more than two years, whichever is
shorter. A special election would be held for the office of vice-presidmt/president elect upon the assl.Ullption of the
office of president for the remainder of the nnexpired term.

._I

In the event that the office of vice-presideot/president elect becomes vacant for any other reason than specified
herein, a special election will be held to fill that office for the remainder of the wexpired term.
If the office of secretary, treasurer or member-at-large becomes vacant for any reason, the president will be
empowered to appoint a successor to fill out that office for the remainder of the wexpired term.
[REVISED JULY

I

998

TO ADD MEMBER-AT-LARGE.]

The special elections could be held by mail or at the next Chapter meeting, at the discretion of the Executive
Committee.
No officer shall hold more than one office in this Chapter at one time, nor shall the president hold office for more
than two consecutive terms.
All officers shall be installed at the conclusion of the Chapter meeting following their election or appointment and
serve until their successors are elected or appointed, and qualified.

Article VIl: Board of Trustees

._)

Section 1.
1.1 2
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The officers shall together act as the Board of Trustees and the immediate past president shall serve on the Board of
Trustees. The Board of Trustees shall be the Executive Committee of this corporation and shall have general
supervision, management and control of the business, affairs and activities of the corporation, subject, however, to
other articles of these Articles of incorporation and the bylaws and in accordance with the policies agreed upon by
its members. The initial Board of Trustees shall be comprised of five( 5) members who shall serve until the first
election thereof. The Board of Trustees, however, shall never be less than three members.
Section 2.
The names and addresses of the members of the initial Board of Trustees shall be as follows:
Mary Smith Forman
Presidmt
Akerman, Senterfitt & Eidson
P.O. Box231
255 South Orange Avenue
Orlando, Florida 32801-0231
J. Wesley Cochran
Vi~President/Presidmt-Elect
Law Librarian and Assistant Professor of Law
University of Mississippi
School of Law Library
University, Mississippi 38577

Elizabeth Kem
Secretary
Acquisitions/Serials Librarian
Law Library of Louisiana
100 Supreme Court Building
Civic Center
New Orleans, Louisiana 70112
Diana Osbaldiston
Treasurer
Catalog Librarian
University of South Carolina
Law Library
Columbia, South Carolina 29208
Hazel Johnson
Immediate Past Presidmt
Law Librarian
Long, Aldridge & Norman
1900 Rhodes-Haverty Building
134 Peachtree Street
Atlanta, Georgia 30043
Article VIII: Committees
1.1 3
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There shall be the following standing committees:
(1) Program
(2) Membership
(3) Nominating
(4) Placement
(5) Scholarship
( 6) Articles and Bylaws
(7) Newsletter and Public Relations
(8) Education and Publications
(9) Government Relations
(10) Service to SEAALL
The presidmt shall appoint all members of the standing committees. Special committees may be created as
necessary. Thepresidmt shall appoint all members of the special committees.

Article IX: Registered Office and registered agent
The street address of the initial registered office of this corporation is 255 South Orange Avenue, 10th Floor,
Firstate To"Wer, Orlando, Florida 32801, and the name of the initial registered agent of the corporation at that
address is Mary Smith Forman.

Article X: Use of Assets
Section 1.
The assets and income derived from the assets of this corporation shall be used solely
for educational and scientific purposes. Any disbursements shall be at the approval and direction of the Board of
Trustees and the members in accordance -with the bylaws. No part of the net earnings of the corporation shall inure
to the benefits of, or be distributable to, its members, trustees, officers or other private persons, except that the
corporation shall be authorized and empo"Wered to pay reasonable compensation for services rendered and to make
payments and distributions in furtherance of the purposes set forth in Article II hereof.
Section 2.
No substantial part of the activities of the corporation shall be the carrying on of propaganda, or otherwise
attempting to influence legislati~ and the corporation shall not participate in, or intervene in (including the
publishing or distribution of statements) any political campaign on behalf of any candidate for public office.

Section 3.
Notwithstanding any other provision of these articles, the corporation shall not carry on any other activities not
permitted to be carried on (a) by a corporation exempt from federal income tax nnder Section 501 (c X3) of the
Intemal Revenue Code of 1954 (or the corresponding provision of any future United States Intemal Revenue Law)
or (b) by a corporati~ contributions to which are deductible nnder Section 170(cX2) of the Internal Revenue Code
of 1954 (or the corresponding provision of any future United States Intemal Revenue Law).
Section 4.

__)

_
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It is intended by the provisions of these Articles of Incorporation that the corporation shall possess the status of an
organization exempt from federal income taxation wder provisions of Section 50l(cX3) of the Internal Revenue
Code of 1986, as now in force or hereafter amended. Accordingly, no part of the affairs of the corporation shall be
administered, directly or indirectly, in any manner whatsoever which might jeopardize the tax exempt status of the
corporation.

Article XI: Bylaws
The bylaws of this corporation may be adopted, repealed, amended or suspended by a two-thirds (2/3) vote of the
members voting in a ballot conducted by mail in manner provided in the bylaws or at a meeting of the Chapter by a
two-thirds (2/3) vote of the members voting in the ballot as provided in the bylaws.

Article XII: Amendment of Charter
Amendments to the charter may be proposed by the Executive Committee or by a petition signed by ten percent
(10%) of the members. Proposed amendments shall become effective after they have been submitted to all members
and '\\hen approved by two thirds (2/3) of those voting in a ballot conducted by mail in the manner provided in the
bylaws or at a meeting of the Chapter by a two-thirds (2/3) vote of members voting in the ballot.

Article XDI: Dissolution
Upon the dissolution of the corporation, the Board of Trustees shall, after paying or making provisions for the
payment of all of the liabilities of the corporation, dispose of all of the assets of the corporation exclusively for the
purposes of the corporation in such manner, or to such organization or organizations organized and operated
exclusively for educational and scientific purposes as shall at the time qualify as an exempt organization for
organizations under Section 50l(cX3) of the Internal Revenue Code of 1954 (or the corresponding provision of any
future United States lntema1 Revenue Law), as the members shall determine. Any such assets not so disposed of
shall be disposed of by the Circuit Court of the Col.lllty in which the principal office of the corporation is then
located, exclusively for such purposes or to such organization or organizations, as said Court shall determine,
\Wich are organized and operated exclusively for such purposes.

Article XIV: Anti-Discrimination
Membership in the Chapter or participation in any activity of the Chapter shall not be denied to any individual, or
abridged, on the account of race, color, religion, sex, national origin, or sexual orientation.

IN WITNESS WHEREOF, the wdersigned subscribing incorporator has hereto set my hand and seal this _ _
day of _ _~ 1989, for the purposes of forming this corporation not for profit wder the laws of the State of
Florida.

(SEAL) Mary Smith Forman

1.1.5
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Bylaws
of the Southeastern Chapter of
the American Association of Law Libraries

As Amended July 12, 1998
Article I: MEMBERSHIP
Section 1. Membership Categories

a. Individual Members
Any person officially COimected with a law library, or with a separately maintained law section in any library
and currently or within the last seven years, employed at least 30% of full time may become an active individual
member upon detemrination of eligibility by the Membership Committee and payment of annual dues. The
Membership Committee's ruling may be appealed to the Executive Committee.

b. Student M;embers
Any person officially enrolled at least half-time in a degree program related to law librarianship shall become
a student member upon payment of annual dues provided that membership in this category is limited to 5
consecutive years. The Executive Committee is empowered to adopt procedures for verifying student status.

c. Institutional Members
Any law library may become an institutional member upon payment of annual dues. The Executive
Committee is empowered to determine whether the institution applying for membership is a law library. Such
persons on the staff of an institutional member as are df>signated by the librarian and for whom the institutional
member bas paid its annual dues in accordance with bylaws Section 2,(b)2 shall be entitled to individual
membership in the Chapter without the payment of additional dues.
d. Associate Members
Persons, companies and institutions not COimected with law libraries , residing in or outside of the
Southeastern region, or connected with law libraries but residing outside the region may be selected to associate
membership by the Executive Committee and shall pay annual dues.

e. Life Members
The Chapter may at any regular meeting by a vote of two thirds of those present elect to life membership
those who have been members of the Chapter for at least 10 years, who have reached the age of fifty-five years,
unless retirement was due to health reasons, have retired from full-time active library work, and have a record of
substantial servicetothechapter. £REVISED JULY 1998)

f. Honorary Members
The Chapter may at any regular meeting by a vote of two thirds of those present elect non-members as
honorary members.

1.2.1
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Section 2. Attributes of Membership
a. Rights and Privileges
1.

All members have the right to vote.

2.

The right to hold office shall be restricted to active members in the following membership categories:
individual, institutional and life.

3.

Toe right to receive the Chapter newsletter and the Chapter Membership Directory shall be shared by
all members.

b. Dues
1.

The annual dues for individual membership and associate members shall be $20.00. The annual dues
for studmt memberships shall be $10.00. Life members and honorary members shall not be assessed
dues.

2.

Toe institutional membership dues shall be at the rate of $20.00 per designated member, and no library
shall be required to pay annual dues in excess of $200.00.

3.

All dues , individual, associate, and institutional shall be paid no later than three months after the due
date appearing on the dues notice. The treasurer shall suspend the membership of any person who has
not paid
within the time allotted. A suspended membership shall be restored upon payment of dues
for the current year.

4.

The fiscal year of the Southeastern Chapter of the American Association of Law Libraries shall be
April 1 - March 31 .

ARTICLE II. MEETINGS
Section 1. Annual
An annual meeting of the Chapter shall be held at such time and place as the Executive Committee shall
determine. A Chapter meeting shall be held at AALL National Conventions, when the Convention schedule
permits, for the pwpose of discussing future programs and projects and submitting progress reports on Chapter
activities. The Executive Committee shall be charged with the duty of scheduling and making arrangements for
such meetings; and attendance at these meetings shall not be confined to the Executive Committee, but extended to
the entire membership.
Section 2. Other
The presideot shall call other meetings of the Chapter as deemed necessary or when requested to do so by the
Executive Committee. The presideot shall provide reasonable notice of such meetings to each member of the
Chapter.

Section 3. Presiding Officer

1.2.2
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In the event of the absaice of the president and vice-presideot -- presideot elect from any Chapter meeting, one
of the members shall be elected to preside.

Section 4. Quorum
A majority of members attending a meeting shall constitute a quorum.

Section S. Rules of Procedure
Meetings of the Chapter and Executive committee shall be conducted in accordance with Sturgis' Standard Code
of Parliamentary Procedure except as otherwise specified by the Chapter Articles or Bylaws.

ARTICLE Ill. NOMINATIONS AND ELECTIONS
Section 1.
a. Nominating Committee
The presideot shall appoint a nominating committee who shall submit the names of the candidate or
candidates for each of the following offices by November 1 in the year vvbich the officer is elected Vice-Presideot -Presideot Elect Secretary Treasurer
The Nominating Committee shall not submit, for election to the office of vice-presidmt/presideot elect, the
name of any member who is not in good standing of the American Association of Law Libraries.

b.

Additional Nominations

Additional nominations may be made by any member by communicating in writing such nomination to the
presideot.

Section 2. Method of Election
The vice-presideot -- presideot elect shall be elected by mail ballot in February of each year. The secretary and
a member-at-large shall be elected by mail ballot in February of each even numbered year. The treasurer and a
member-at-large shall be elected by mail ballot in February of each odd-numbered year. The candidates receiving
the largest number of votes shall be declared elected The membership is to be notified by the secretary of the
outcome of the election by mail or at a meeting of the Chapter. [JULY I 998 - MEMBER-AT-LARGE REQUIREMENTS
ADDED]

Section 3. Special Elections
a. Rationale
In the event that the office of the vice-president/presideot elect becomes vacant, a special election shall be
held to fill that office for the remainder of the llllex:pired term.

b.

Nominations for Special Elections

Candidates for this special election will be selected by the Executive Committee.

123
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c.

Method of Election

At the discretion of the Executive Committee, the special election may be held by mail or by a voice vote at a
Chapter meeting. The can.di.dates receiving the largest number of votes shall be declared elected

ARTICLE IV. AMENDMENTS TO BYLAWS

Section 1. Filing and Notice
Any proposed amendments to the Articles or the Bylaws shall be filed with the secretary. Notice shall be
given to members in one of the following ways:
a. notice shall be published in the Chapter newsletter at least 30 days prior to balloting, or
b . notice shall be sent by the secretary to all members through the mail at least 30 days prior to balloting.

Section 2. Balloting
a.

Mail Ballots

Mail ballots may be conducted for the pwpose of changing the Articles or Bylaws provided that ballots shall
be mailed by the secretary to the membership immediately following a meeting v.here the amendments were
discussed or 30 days after notice of the proposed amendments have been mailed to the membership. The Executive
Committee must specify the time for closing the balloting, but in no case shall it be less than 30 days aft.er the
mailing of the ballots.

b. Voice Ballots
Voice ballots may be conducted for the pwpose of changing the Articles or Bylaws at any regular scheduled
meeting of the Chapter, provided that the proposed amendments and a swmnary of the changes has been:
i. mailed by the secretary to the membership at least 30 days prior to the meeting, or

ii. printed in the Chapter newsletter at least 30 days prior to the meeting.

Section 3. Successful Election
If two-thirds of the members present and voting at a meeting or two-thirds of the members casting valid mail
ballots are in favor of such amendment, it shall stand adopted.

Section 4. Approval of Amendments
Amendments of these Bylaws shall be submitted to the American Association of Law Libraries committee on
constitutions and bylaws by the president upon adoption by the membership of the Chapter.
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Chapter Calendar
1999-2000
March/April
•
•
•
•
•
•
•
•

Annual chapter meeting and educational institute held
Executive Committee meets prior to business meeting.
Service to SEAALL award presented during business meeting.
Full year financial report prepared by Treasurer.
Vice-Presida:It/President-Elect becomes President at end of business meeting.
Other new officers assume positions at end of meeting.
New committee chairs assume positions at end of business meeting.
Chapter Handbook is distributed to new officers and committee chairs.

April
• Southeastern Law Librarian copy deadline (Issue 2 - Spring 1999).
• Chapter fiscal year begins.
• Chapter annual report due to AALL.
• Registered Agent files chapter annual report with Florida Secretary of State.
• Dues notices mailed by April I ; payable by August 1.

April/May
• All appropriate records are conveyed to new officers and committee chairs within one month of
leaving office but no later than May 15.

May

• Southeastern Law Librarian delivered (Issue 2, Spring 1999).
July

•
•
•
•
•
•

Southeastern Law Librarian deadline (Issue 3- Summer 1999).
Chapter membership year begins
Annual chapter business meeting held during AALL annual convention.
Executive Committee meets prior to Chapter Business Meeting.
Quarterly financial report prepared by Treasurer.
Lucile Elliott Scholarships nm.ding established by Executive Committee by July 31 .

August
• Southeastern Law Librarian delivered (Issue 3 - Summer 1999).
• Members v.ho have not paid dues removed from membership roster.
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September
• Budget for annual chapter meeting and educational institute prepared by Local Arrangements
Committee and Program Committee.

October

• Southeastern Law Librarian deadline (Issue 4, Fall 1999)
• Candidate suggestions due to Nominating Committee by October 15.
• Quarterly financial report prepared by Treasurer.
November

• Southeastern Law Librarian delivered (Issue 4, Fall 1999)
• Nominating Committee presents slate of candidates to Presidem by November 1.
• Nominating Committee swds candidate biographies to Secretary for preparation of ballots.
• Slate of candidates annomced

January

• Southeastern Law Librarian deadline (Issue 1- Winter 2000 - new volwne).
• Secretary mails ballots by January 15.
• Chapter Mid-year report due to AALL.
• Annual meeting program registration packet distributed.
• Handbook modifications due two months prior to annual chapter meeting. [REVISED

4/991

February

• Southeastern Law Librarian delivered (Issue 1, Wmter 2000).
• Ballots returned to Secretary by February 15.
• Candidates notified of election results by Presidem.
• Quarterly financial report prepared by Treasurer.
February/March
• Final committee reports due one month prior to annual chapter meeting or as requested by Presidem.
• Expeose/revwue reports due to the Presidem one month prior to the annual chapter meeting.

.._)
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General Chapter Information
A. Chapter Year
1. The Chapter membership year is July 1 - Jtme 30.

£REVISED EXECUTIVE COMM ITTEE MEETING -

4/ I 7/971

B. Corporate Information
1. The Southeastern Chapter of the American Association of Law Libraries is a section 501 (c )( 6) non-profit
trade association nnder federal income tax laws.
2. The Chapter is incorporated in the state of Florida.
3. A chapter member ~o is resident in the state of Florida serves as Registered Agent for the chapter.
[Registered agent responsibilities are fotmd in that section of this Handbook.]
4. The Chapter's Employer Identification Number is: 58-1592266.
5. The Chapter's accow:tting period (fiscal year) ends Mard:t 31.
6. The Chapter's official address is SEAALL; University of Kentucky Law Library; 620 South Limestone;
Lexington, KY 40506-0048. Sue Burch has responsibility for mail flow from the official address to
chapter entities. [ADDED 3/98)
C. Corporate Reports
1. A report is required annually by the Florida Secretary of State.
2. The report is prepared by the Chapter's Registered Agent and sent to the Treasurer.
3. The Treasurer pays the corporation filing fee as required by the state of Florida and mails the report,
providing a copy of the signed report to the Registered Agent.
D. Income Tax Reports
1. The Chapter is incorporated as a non-profit corporation and is not required to file a federal or state income
tax return unless gross receipts exceed $25,000 per year.
2. Further infonnation is available in a directive from the Internal Revenue Service dated November 30, 1990
fotmd in the Policies section of this manual.
E. Chapter Web Page CADDED 3/981
1. Chapter web page is hosted on AALLNET
2. http://www.aallnet.org/chapter/seaall
F. Chapter Electronic Discussion Lists CADDED 3/9 8 J
1. SEAALL-L
a. Serves as a general annotmcement and discussion list.
b . Subscription to maiser@uofrlaw.richmond.edu
2. SEAALL-P
a. Serves as job annonncement only list
b . Subscription to maiser@uofrlaw.richmond.edu

1.4.1
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Chapter Reimbursement Policies
[SECTION ADDED

4/99)

A. Authority
1. The following policies are the reimbursement policies of the Southeastern Chapter of the American
Association of Law Libraries.
2. The policies may be waived on a case by case basis by a vote of the Executive Committee.

B. General Expenses
1. Ordinary expenses, such as phone calls, postage and copy changes incurred in the performance of the
duties of the officer, administrative position, committee chair or committee member will not be reimbursed
by the Chapter.
2. Requests for reimbursement of expenses incurred for budgeted expenses must be submitted to the Treasurer
with appropriate documentation, including a cover memo and receipts.
3. Income forwarded to the Treasurer for deposit in the Chapter bank acc01.mt must be accompanied by a
cover memo and appropriate documentation detailing the source of the income.

C. Annual Chapter Meeting
1. Chapter members
a . There will be no waivers of registration fees for any chapter member.
b . Chapter members will not be reimbursed for expenses to attend any chapter meeting.
2 . Non-member speakers
a . Non-member speakers will be reimbursed for coach cl.ass air/train/bus fare or mileage at 20¢ per mile.
Non-member speakers will be wcouraged to stay over Saturday night in order to reduce airfare costs.
b . Non-member speakers will be reimbursed for parking, travel to airport (train or bus station) from home
and return, meals other than those provided during the meeting
c. Non-member speakers will receive a per diem of $50 per day, with no more than $25 for any single
meal.
d The chapter will generally not provide honoraria.
e. The chapter will not cover expenses for the spouse or child.rm of a speaker.

J

3. Vwdors as speakers
a . The chapter will not reimburse the expenses of vwdors \\ho act as speakers at the annual chapter
meeting.

D. Annual Educational Institute
1. The reimbursement policies for the annual institute are the same as for the annual chapter meeting.

._/
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Current Officers

President
Steve Hinckley
University of South Carolina
Coleman Karesh Law Library
Main & Greene Streets
Columbia, SC 29208
(803)
(803) 777-9405 (fax)
hinckley@law.law.sc.edu

Secretary
Diana Osbaldiston
University of South Carolina
Coleman Karesh Law Library
Main & Greene Streets
Columbia, SC 29208
(803) 777-5917
(803) 777-9405 (fax)
osbaldid@law.law.sc.edu

Vice-President/President-Elect
Catherine Lemann
Electronic Services Librarian
Law Library of Louisiana
Supreme Court Bldg., Rm 100
301 Loyola Ave.
New Orleans, LA 70112
(504) 568-5701
(504) 568-5069 (fax)
:iemann@lasc.org

Immediate Past-President
Sue Burch
University of Kentucky Law Library
620 S. Limestone St.
Lexington, KY 40506
(606) 257-5133
(606) 323-4906 (fax)
sburch@pop.uky.edu

Members At Large
Kathy Crosslin
Reference Librarian
Kilpatrick & Stockton LLP
1100 Peachtree Street, Suite 2800
Atlanta, GA 30309-4530
(404) 815(404) 815-6555 (fax)
kcrosslin@kilstock.com

Treasurer
Sally H. Warn.bold
Teclmical Services Librarian
University of Rid:nnond School of Law Library
Rid:nnond, VA 231 73
(804) 289-8226
(804) 289-8683 (fax)
wambold@uofrlaw.ridnnond.edu

Editor 'sNote: Second Member at Large
position will be filled in year 2000 election
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Current Committee Chairs

Articles and Bylaws
Sue Burch
University of Kentucky Law
Library
620 S. Limestone St.
Lexington, KY 40506
(606) 257-5133
(606) 323-4906 (fax)
sburch@pop.uky.edu

Local Arrangements - '01
Rhea Ballard-Thrower
Georgia State University College
of Law Library
P . 0 . Box 4008
Atlanta, GA 30302-4008
(404) 651-4148
(404) 651-1112 (fax)
rballard@gsu.edu

Education/Publications

Membership

Tobe named
Tobe named

Government Relations

Tobe named

Local Arr.angements - '00
Mike Whipple
Univ of Puerto Rico Law Library
Rio Piedras Campus
P . 0 . Box 23310, UPR Station
San Juan, PR 00936-3310
(787) 763-7199
(787) 764-2660 (fax)
p\Wipple@upracd.upr.clu.edu

Newsletter/Public Relations
Ebba Jo Sexton (Co-Chair)
University of Kentucky
Law Library
620 S. Limestone Street
Lexington, KY 40506-0048
(606) 257-8351
(606) 323-4906 (fax)
ebbajo@pop.uky.edu
Amy Osborne (Co-Chair)
University of Kentucky
Law Library
620 S . Limestone Street
Lexington, KY 40506-0048
(606) 257-5133
(606) 323-4906 (fax)
amyo@pop.uky.edu

Nominating

Tobe named

152

Placement

Tobe named

Program
Catherine Lemann
Electronic Services Librarian
Law Library of Louisiana
Supreme Court Bldg., Rm 100
301 Loyola Ave.
New Orleans, LA 70112
(504) 568-5701
(504) 568-5069 (fax)
clemann@lasc.org
Scholarship

To be named

Service to SEAALL
Ed Schroeder
Florida State University
College of Law Library
425 W . Jefferson St.
Tallahassee, FL 32306-1600
(850) 644-7486
(850) 644-5216 (fax)
eschroed@law.edu

J
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Current Administrative Positions

Archives
EdEchnonds
Loyola University Law Library
7214 St. Charles Ave.
New Orleans, LA 70118
(504) 861-5543
(504) 861-5895 (fax)
edmonds@beta.loyno.edu

Registered Agent
Paula Tejeda
St. Thomas University Law Library
16400 N .W . 32 Ave.
Miami, FL 33054
(305) 623-2336
(305) 623-2337 (fax)
tejedap@mail.seflin.lib.fl.us

Handbook
Hazel Johnson
Law Library Svc Cnsltnt
7003 W . Grace St.
Richmond, VA 23226
(804) 282-0807
hjohnson@visinet

Webmaster
Emily Carr
Library of Congress
Law Library of Congress
James Madison Memorial Building, RM 240
101 Indepwdence Ave., S.E .
Washington, D.C. 20540-3585
(202) 707-3790
(202) 707-3585 (fax)
ecarr@loc.gov

Membership Database
Pam Williams
Legal Information Carter
Univ. of Florida
Gainesville, FL 32611
(904) 392-0417
(904) 392-5093 (fax)
lawpam@nervmnerdc.ufl.edu

Micliael Dalm
Stetson University College of Law
Charles A. Dana Law Library
1401 61st Street South
St. Petersburg, FL 33707
(813) 562-7681
(813) 345-8973 (fax)
dalm@hermes.law.stetson.edu

Postmaster
Paul Bircli
University of Richmond Scliool of Law Library
Richmond, VA 23173
(804) 289-8222
(804) 289-8683 (fax)
bircli@uofrlaw.richmondedu
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President

A. Charge
The President serves as chief administ.rati.ve officer of the Chapter, presides at all meetings, signs all
contracts and represents the Chapter before the American Association of Law Libraries.
B. Articles/Bylaws Statements
1. The officers ofthe-corporation shall consist of a President, Vice-President - President Elect, Secretary,
Treasurer, Immediate Past President and two Members-at-large. The vice-president - president elect
shall serve as vice-president and shall automatically become the president after one year and shall so
serve during the second year following his or her election. . . . The officers shall serve without
compensation. (Articles, Art. VJ, Sec. 1) [REVISED ANNUAL MEETING - 7 / I 2/981
2. In the evem that the president resigns prior to the completion of a regular term, or is otherwise unable to
perform the duties of the office in the judgm.em of the Executive Committee, the vice-president- president
elect shall automatically assume the presidm.cy and shall serve therein until his original presidemial term
V10uld have expired, or for no more than two years, whichever is shorter. (Articles, Art. VJ, Sec. 1)
3 . If the office of secretary, treasurer or member-at-large becomes vacant for any reason, the president will
be empowered to appoint a successor to fill out that office for the remainder of the tmexpired term.
(Articles, Art. VI, Sec. 1) [REVISED ANNUAL MEETING - 4/ 1 8/9 7; REVISED ANNUAL MEETING 7/12/19981

4 . No officer shall hold more than cm.e office in.this Chapter at one time, nor shall the president hold office
for more than two consecutive terms. (Articles, Art. VI, Sec. 1)
5. All officers shall be installed at the conclusion of the Chapter meeting following their election or
appointmem and serve until their successors are elected or appointed, and qualified. (Articles, Art. VI,
Sec. 1)
6 . The officers shall together act as the Board of Trustees and the immediate past president shall serve on
the Board of Trustees. (Articles, Art. VII, Sec. 1)
7. The president shall appoint all members of the standing committees. Special committees may be created
as necessary. The president shall appoint all members of the special committees. (Articles, Art. VIII)
[Note: In practice, this occurs.in the winter while the- President.is completing his/her term as VicePresident/President-Elect.)
8. The president shall call other meetings of the Chapter as deemed necessary or \Wen requested to do so by
the Executive Committee. The president shall provide reasonable notice of such meetings to each
member of the Chapter. (Bylaws, Article II, Sec. 2)
9. The president shall appoint a nominating committee oo.o shall submit the names of the candidate or
candidates for each of the following offices by November 1 in the year which the officer is elected: VicePresident -- President Elect; Secretary; Treasurer (Bylaws, Article III, Sec. 1)
10. In the evem that the office of vice-president/president elect becomes vacant, a special election will be held
to fill that office for the remainder of the Wlexpired term. Candidates for this special election will be
selected by the Executive Committee: At the discretion of the Executive Committee, the special election
may be held by mail or by a voice vote at a Chapter meeting. (Bylaws, Art. III, Sec. 3)
[ADDl!!:D · ANNUAL MEETING -

4/ I 8/971

11 . Amenchnems of these Bylaws shall be submitted to the American Association of Law Libraries
committee on constitutions and bylaws by the president upon adoption by the membership of the Chapter.
(Bylaws, Art. IV, Sec. 4)

C. Responsibilities [REVISED
1. Meetings
a . Generally

4/991

2 .1.1

SEAALL Handbook: Presidem

( 1) The President is the presiding officer at all meetings of the chapter and of the Executive
Committee. Meetings of the chapter and the Executive Committee are governed by the current
edition of Sturgis' Standard Code of Parliamentary Procedure. CREv1sED ANNUAL MEETING 4/ I 8/971

(2) The President sets the date and place of all Executive Committee meetings, preparing the agenda
for all meetings and ensuring that information regarding the meetings is properly distributed.
The President. requests attmdance by committoo d:lairs having concerns or issues requiring
Executive Committee attention.
b . Annual chapter meeting
(1) The President. works closely with the Local Arrangements and.Program Committees to plan and
execute the annual chapter meeting.
(2) The President, in conjunction. with the Executive Committee, reviews and approves applications
for hosting the annual chapter meeting as received by the Secretary. Sites should be chosen at
least two years in advance of the meeting if possible. [REVISED EXECUTIVE COMMITTEE MEETING
- 4/1 7/97]

(3) The President chooses the option of hosting a visit from an AALL Board representative at the
annual chapter meeting. Appropriate contact should be maintained with the visitor and with the
Local Arrangements Committoo to ensure accommodations are arranged and programming
material is transmitted. [REVISED 4/99]
( 4) The President is responsible for solicitation of sponsorships for the annual chapter meeting.
These activities are separate from the solicitation for exhibitors at the annual chapter meeting
which is hanclled by the Local Arrangements Committoo. £ADDED 4/99 l
(5) The Local Arrangements Commitoo section of this Handbook includes the majority of the details
involved in planning of the annual chapter meeting. £ADDED 4/991
C.

Joint Meetings
( 1) The President is responsible for any negotiations between SEAALL and other chapters in
comt.ection with a joint meeting.
(2) Chapter policy states that any revmue from a joint meeting will be shared between the two
organizations in proportion to the membership of the two chapters on January 1 of the year of the

meeting. [ADDED
d

4/99]

Chapter business meeting
(1) The President hanclles all arrangements for the chapter business meeting and reception
traditionally held during the AALL annual meeting. [REVISED 4/991

2. Appointments
a . Committees. The President makes appointmeats to all standing and special committees from
volunteers v.ho are solicited in the winter of each year. A Committee Vohmteer Form is printed in
the Spring issue of the Southeastern Law Librarian, is posted on the SEAALL web site, is
distributed via seall-1 and may be distributed during the annual chapter meeting. [In practice, this
responsibility is executed by the Vice-President/President-Elect in the winter prior to becoming

President.]

[REVISED

4/99]

b . Special Committees. The President may form special committees as authorized by the Articles of
Incorporation for a specified pmpose for a specific or indefinite period of time.
c.

Appointment Guidelines. The President attempts to balance committee membership by the type of
library represented, length of service on a particular committee and geographical representation of
21 .2
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the members. Committee chairs, when possible, should have served on the committee the previous
year. For most committees, the appointmmt term will be for two years.
d. Specific Committee Requiremmts
( 1) Committee sizes are to be treated as guidelines only. Actual committee size each year will
depend upon the number of volunteers and planned committee activities for the coming year.
(a) Articles and Bylaws --The President, Vice-Presideat/President-Elect and the Immediate Past
President comprise the membership of this committee. The Immediate Past President serves
as chair.
(b) Govemmmt Relations -- Maximum size of six.
(c) Membership -- Requires one member from each state and Puerto Rico. Only half the
membership should tum over annually.
(d) Newsletter/Public Relations --The chair serves a minimum of two years.
(e) Nominating-- Maximum size is five. Must have an odd number of members to avoid tie
votes. Diversity of library type particularly important. Members should not be appointed
for two year terms. [REVISED 4/99)
(t) Placemmt -- Maximum size is five.
(g) Program -- Maximum size is ten. Members are not generally appointed for two years.
(h) Service to SEAALL -- Previous two award winners and Immediate Past President serve as
committee. The award winner serving in the second year of his/her term serves as chair.
3. Chapter Administration
a. General Administration.
(1) The President is responsible for the performance and enforcemmt of all Chapter rules and
procedures.
(2) The President works with committee chairs to establish goals and projects for the year.
b. Elections
( 1) The President receives the proposed slate of candidates from the Nominating Committee and
authorizes the Nominating Committee Chair to annmm.ce the slate to the membership.
(2) Promptly upon receipt of the annual election results from the Secretary, the President will notify
the candidates of the outcome of the election.
(3) After notifying the candidates, the President notifies the remaining Board members of the election
results. [The Secretary will notify the membership of the election results.]
c.

Miscellaneous.
(1) The President writes a cohmm on Chapter affairs for each issue of the Southeastern Law

Librarian.
(2) The outgoing President presmts the incoming President with a gavel upon the assumption of
office.
(3) The President submits any Articles or Bylaws changes to the appropriate AALL committee for
review.
d.

Correspondence.
(1) The President responds to connmmications from AALL and other organizations, i .e. requests for

sug,gested nominations for AALL offices. The President should consult with the Executive
Committeewhennecessary. CREv1sED 3/981
4. Chapter Fmances
a. AmmalBudget[REVISED EXECUTIVE COMMITTEE MEETING 2.1.3

4/17/97)
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( 1) This budget includes all chapter expenses other than those associated with the annual chapter
meeting v.hich has a separate budget.
(2) Current year budget
(a) After assuming office, contact each committee chair regarding any potential expenses other
than those previously tallied in preliminary budget prepared by outgoing President.
(b) lneotporate additional fi.mding requirements into a final budget. Distribute final budget to
Executive Committee during the annual chapter business meeting.
(3) Upcoming year budget
(a) Prior to the annual chapter meeting, the President will contact each outgoing committee chair
regarding any e,q>enses incurred or revenues accrued during the year.
(b) The President will compile this information and forward a preliminary budget to the VicePresident/President-Elect.

b . Operations
( 1) Consults with Treasurer on possible long term investment of any chapter fi.mds.
5. Liaison with AALL
a. The President serves as a member of the AALL Comcil of Chapter Presidents and acts as liaison
between the Chapter and AALL. The President is responsible for preparing any reports required by
AALL (mid-year, annual, chapter biography). This responsibility may be delegated to another
officer at the President's discretion.

D. Special Authority
1. Checks
a . The President is the alternate signatory to the Chapter's accounts in case of incapacity of the
Treasurer.

_j

2. Expenditure offi.mds
a . The President may authorize the expenditure of up to $500 without Executive Committee approval.
3. Contracts
a . The President has the sole authority to sign contracts and other legal docwnents on behalf of the
Chapter for the performance of work or the obligation of Chapter fi.mds, EXCEPT in the instance of
contracts entered into as a result of the annual educational meeting. The Local Arrangements
Committee Chair may sign those docwnents in consultation with the President.
b . The President should maintain the original of all current contracts in his/her files . Copies of any
contracts signed by the Local Arrangements Committee Chair will be provided to the President.
Following the termination or lapse of any contract, the copy should be conveyed to the Chapter's
archives.

E. Relationship with Other SEAALL Officers, Administrative Positions and Committees
1. Executive Committee
a . Consults with Executive Committee on choice of future chapter annual meeting sites.
b . The Executive Committee should be consulted in regard to chapter governance.

2. Secretary
a . Receive and approve minutes of Executive Committee meetings and chapter business meetings.
b . Receive copies of current Articles & Bylaws after amenchnent. [ADDED 4/991
2 1.4
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3. Treasurer
a . Receive regular reports on chapter finances.
b . Consult on any potential investment of excess chapter fimds .
4 . Archives
a . Forward chapter records as listed in section G below.
5. Handbook Editor
a . Notify of modifications in chapter procedures to be docwneated in handbook.
b . Provide oversight and collllSel to Handbook editor when questions arise regarding proposed
Handbook revisions. [ADDED 3/981
6. Registered Agent
a. Provide annual budget to Registered Agent for addition to chapter minute book.
7. Articles and Bylaws Committee
a . Serve as a committee member, along with Vi~Presidwt/President-Elec:t and Immediate Past
President.
8. Government Relations Committee
a . Toe committee will notify the President of developments in the member states that may require
chapter comment.
9. Local Arrangements Committee
a. Participates in the choice of date for annual chapter meeting sites chosen during term of office.
[ADDED

4/991

b . In conjunction with Program Committee and Local Arrangements Committee, sets budget for annual
chapter meeting and annual educational institute.
c. In conjunction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
d. In conjunction with other members of Executive Committee, review unanticipated expenses in the
execution of the annual chapter meetings and institutes.
e. President coordinates solicitation of sponsorships for the annual chapter meeting. [ADDED 4/991
10. Membership Committee
a . Toe committee will forward the names of retired and deceased members to the President and will
coordinate their recognition at chapter meetings.
b . Toe committee will forward any candidates fro life membership to the President for a vote of the
membership. [ADDED 4/991
11 . Newsletter/Public Relations Committee
a . Prepares "President's Colunm" for each issue of the Southeastern Law Librarian.
b . Consult the most recent issue of the Southeastern Law Librarian for copy deadlines.
12. Nominating Committee
a . In conj1D1ction with other members of Executive Committee, approve the slate of candidates.
13 . Program Committee
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a.

See the Program Committee section for more specific details of plamring for the annual chapter
meeting and annual education institute. [ADDED 4/99)
b . The annual chapter meeting program theme is coordinated with the President and Local
Arrangements Committee.
c. Coordinate time slots for committee m ~ , executive committee m ~ and business m ~
d. In conjnnction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
e. In conjnnction with other members of Executive Committee, approve imanticipated expenses in the
execution of the annual chapter m ~ and institutes
f. Receive regular budget reports during the plamring of the annual chapter meeting and institute

14. Sdiolarsbip Committee
a. In conjnnction with other members of Executive Committee, set the amount of fimds available for
sdiolarsbip awards by July 31 .
b . Coordinate annonncement of scholarship winners at annual chapter meeting.
15. Service to SEAALL Committee
a. Receive reports of committee activities as appropriate.

F. Reimbursement of Expenses [REVISED 4/991
1. Ordinary expenses, such as phone calls, postage and copy cl:langes incurred in the performance of the
duties of the President will not be reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for b11dgeted expenses must be submitted to the
Treasurer with appropriate documentation, including a cover memo and receipts.
3. Income forwarded to the Treasurer for deposit in the Chapter bank account must be accompanied by a
cover memo and appropriate documentation detailing the source of the income.

G. Chapter Records
1. Receive from predecessor
By mid-May of the year he/she aSSllllles office, the President receives from the Immediate Past President
the set of President's Records consisting of the following:
a. Minutes of all Chapter and Executive Committee m ~ for the previous three years
b. Originals of all current Chapter contracts
c. Copies of any Local Arrangements contracts
d. Official current copy of Chapter's Articles ofIncorporation and Bylaws, and all amendments
pending or approved the previous year
e. Copy of the AALL Bylaws and the President's Annual Report to AALL for the previous three years
f. President's Correspondence file
g . Final chapter budgets for the previous three years
h. Annual reports and budget requests of Committees for the previous two years
1.
Copies of meeting annonncements and meeting agendas for the previous two years.
2. Collect during term
a . Minutes of all Chapter and Executive Committee m ~
b . Contracts, contract proposals (RFPs), and bids received
c. Bylaws amendment proposals and approved amendments
d. Procedures Manual cl:langes as formulated in policies adopted by the President or the Executive

Committee
e.
f.

Significant correspondence
Final Chapter Budget and Audit Report
2.1.6
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g . Armual reports and Budget requests of Committees
h . Meeting anno1.D1cements and meeting agendas
3. Convey to successor/Archives
At the end of hiS/her term, the Presidmt reviews the records in hiS/her possession and, if needed, submits
to the Archives, the oldest year (no less than three years from the presmt) of minutes, Southeastern Law
Librarian, correspondence and other documents.
H. Calendar of Responsibilities
March/
Asswne office at end of business meeting during annual chapter meeting.
April
April

Chapter fiscal year begins

April/
May

Convey all appropriate records to the new Vice-Presidmt/Presidmt-Elect and receive the records
of the outgoing Presidmt within one month of assuming office, but no later than May 15.

May

Correspond with incoming committee chairs regarding special projects and potential expenses or
revenue for the coming year.
Distribute preliminary list of committee members to incoming committee chairs.

June

Prepare final budget for distribution at Executive Committee meeting at AALL annual meeting.
Notify Executive Committee and any invited guests (committee chairs, etc.) about details of
meeting during AALL annual meeting.
Armol.Dlce to membership details of annual chapter business meeting and reception during AALL
annual meeting.
Set budget for annual chapter meeting in conj1.D1ction with Program Committee and Local
Arrangements Committee - to be completed by September 1.

July

Chapter membership year begins
Attend annual meeting of AALL
Attend the Col.Dlcil of Chapter Presidmts meeting and participate in training activities.
Preside over Executive Committee meeting and annual chapter business meeting during AALL
annual meeting.
Establish with Executive Committee and Scholarship Committee ftmds available for Elliott
Scholarship by July 31 .

August

Contact Program Chair and Local Arrangements Chair to review planning responsibilities for the
annual chapter meeting.
Distribute final list of committee members if appropriate.
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Budget for annual chapter meeting clue by September 1.

November Receive slate of c:andidates from Nominating Committee by November 1 .

.January/

Handbook modifications clue to editor two months prior to annual chapter meeting

February

[REVISED

4/99]

February/ Remind committee chairs to prepare final committee report to be clue no later than two weeks
March
prior to the annual chapter meeting.

Contact committee chairs about expenses and revenues during the past year.
Compile preliminary budget information and transmit to Vice-President/Presidmt-Elect.
Notify Executive Committee and incomin&'outgoing committee chairs of details of Executive
Committee meeting as necessary.

March/
April

Preside at Executive Committee meeting during annual chapter meeting and at business meeting
during annual chapter meeting.
Present gavel to incoming President.

L Relevant Chapter Forms
1.
2.
3.
4.

5.
6.
7.
8.
9.
l 0.

CREv1sED

3/981

Committee volunteer form
Presidmt's Cohnnn -- (Editor's Note - pending)
Annual committee report
Budget report
Reimbursement memo
Business meeting agenda
FW1d raising letter
Sponsorship acknowledgment
Sponsorship thank you
Annual meeting budget/expense report

21 8

SEAALL Handbook: Vice President/Presidmt-Elect

Vice-President/President-Elect
A. Charge
1. The Vice-President/President-Elect serves as Program Chair for the annual chapter meeting, assists the
President in conducting the affairs of the Chapter and prepares for his/her term of office as President.
B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect, Secretary,
Treasurer, Immediate Past President and two Members-at-large. The vice-president - president elect shall
serve as vice-president and shall automatically become the president after one year and shall so serve during
the second year following his or her election. . . . The officers shall serve without compensation. (Articles,
Art. VI, Sec. 1) [REVISED ANNUAL MEETING - 7/1 2/981
2. In the event that the president resigns prior to the completion of a regular term, or is otherwise unable to
perform the duties of the office in the judgment of the Executive Committee, the vice-president - president
elect shall automatically asswne the presidency and shall serve therein until his original presidential term
would have expired, or for no more than two years, ~chever is shorter. A special election would be held
for the office of vice-president - president elect upon the assumption of the office of president for the
remainder of the mexpired term. (Articles, Art. VI, Sec. 1)
3. In the event that the office of vice-president - president elect becomes vacant for any other reason than
specified herein, a special election will be held to fill that office for the remainder of the mexpired term.
(Articles, Art. VI, Sec. 1)
4. No officer shall hold more than one office in this Chapter at one time, ... (Articles, Art. VI, Sec. 1)
5. All officers shall be installed at the conclusion ofthe Chapter meeting following their election or appointment
and serve until their successors are elected or appointed, and qualified. (Articles, Art. VI, Sec. 1)
6. The officers shall together act as the Board of Trustees and the immediate past president shall serve on the
Board of Trustees. The Board of Trustees shall be the Executive Committee of this corporation and shall
have general supervision, management and control of the business, affairs and activities of the corporation,
subject, however, to other articles of these Articles of incorporation and the bylaws and in accordance with
the policies agreed upon by its members. (Articles, Art. VII, Sec. 1)
7. The Nominating Committee shall not submit, for election to the office of vice-presidmt/president elect, the
name of any member who is not in good standing of the American Association of Law Libraries. (Bylaws,
Art. Ill, Sec. 1)
8. The vice-president-president elect shall be elected by mail ballot in February of each year. (Bylaws, Art.
Ill, Sec. 2)
9. In the event that the office of vice-presidmt/president elect becomes vacant, a special election will be held
to fill that office for the remainder ofthe mexpired term. Candidates for this special election will be selected
by the Executive Committee. At the discretion of the Executive Committee, the special election may be held
by mail or by a voice vote at a Chapter meeting. (Bylaws, Art. Ill, Sec. 3)
[ADDED ANNUAL MEETING -

4/ I 8/97)

C. Responsibilities
1. Programmlng
a . Serves as Chair of the Program Committee and, as such, plans and implements the educational
program for the annual meeting following his/her election. [See the Handbook section on Program
Committee for specific responsibilities.]
2. Meetings
a . Assists the President with the conduct of Chapter and Executive Committee affairs and asswnes such
duties or mdertakes such projects as the President directs.

SEAALL Handbook: Vice Presidmt/Presidmt-Elea

b. Attends all meetings of the Chapter and the Executive Committee, and conducts any meeting in the
absence of the President. The VP/PE should be familiar with the AALL Constitution, the Chapter's
Articles and Bylaws, this Handbook and Procedures Manual and the edition of Sturgis' Standard
Code of Parliamentary Procedure as specified by the Articles. CREv1sED ANNUAL MEETING 4/ I 8/971

c. The Executive Committee, in conjtn1ction with the President, reviews and approves applications for
hosting the annual chapter meeting as received by the Secretary. Sites should be chosen at least two
yearsinadvanceofthemeetingifpossible. [REVISED EXECUTIVE COMMITTEE MEETING - 4/1 7/97)

3.

Appointments [REVISED 4/99)
a. Although. the Bylaws indicate the President fills committee memberships, in practice, this process
begins during the final months of the VP/PE term.
b . Appointments are made to all !'rt:anding md special committees from volunteers v.ho are solicited in
the winter of each year. A Committee Volunteer Form is printed in the Spring issue of the
Southeastern Law Librarian, is posted on the SEAALL web site, is distributed via seaall-1 and may
be distributed during the annual chapter meeting.
c. Special Committees. The President may form special committees as authorized by the Articles of
Incorporation for a specified purpose for a specific or indefinite period of time.
d Appointment Guidelines. The President attempts to balance committee membership by the type of
library represented, length of service on a particular committee and geographical representation of
the members. Committee chairs, v.hen possible, should have served on the committee the previous
year. For most committees, the appointment term will be for two years.
e. Specific Committee Requirements
( 1) Committee sizes are to be treated as guidelines only. Actual committee size each year will
depend upon the number of volunteers and planned committee activities for the coming year.
(a) Articles and Bylaws --The President, Vice-Presidmt/President-Elect and the Immediate Past
Presidmt comprise the membership of this committee. The Immediate Past President serves
as chair.
(b) Government Relations -- Maximum size of six.
(c) Membership -- Requires one member from each state and Puerto Rico. Only half the
membership should tum over annually.
(d) Newsletter/Public Relations --The chair serves a minimum of two years.
(e) Nominating -- Maximum size is five. Must have an odd number of members to avoid tie
votes. Diversity of library type particularly important. Members should not be appointed
for two year terms. [REVISED 4/99)
(f) Placement - Maximwn size is five.
(g) Program -- Maximum size is ten. Members are not generally appointed for two years.
(h) Service to SEAALL -- Previous two award winners and Immediate Past President serve as
committee. The award winner serving in the second year of histher term serves as chair.

4.

Chapter Administration
a . Asswnes all duties and obligations of the President in the event of the absence or withdrawal of the
President.
b . In recent years, the VP/PE has presented the outgoing President with a gift of appreciation during the
chapter business meeting at the annual chapter meeting.

5. Chapter Finances [REVISED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97)
a. Presidmt will contact each officer and committee chair prior to the annual chapter meeting for
information on expenses and revenue during the past year.
b . Presidmt will prepare preliminary budget for Vice-Presidmt/President-Elect.
2.2.2
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After assuming office, new Presidmt will contact officers and committee chairs regarding additional
expenses required for upcoming year.
d. Presidmt will present final budget to Executive Commi.ttee during the annual chapter business
meeting.

c.

D. Relationship with Other SEAALL Officers, Administrative Positions and Committees
1. Executive Commi.ttee
a . See relationships defined in Program connnittee section.
b . Assists with chapter governance as directed by the Presidmt.
2. Archives
a. Convey chapter records as defined in section F below.
3. Handbook Edi.tor
a . Provide list of connnittee members and committee chairs.
b . Assist the Presidmt in providing oversight and collllSel to the Handbook editor for proposed
handbook revisions. [ADDED 3/98)
4 . Articles and Bylaws Connnittee
a . Serve as a member, along with Presidmt and Immediate Past Presidmt.
5. Local Arrangema:rts Connnittee
a . See relationship defined in Program Commi.ttee section.
6.

Newsletter/Public Relations Commi.ttee
a. Provide list of committee chairs and members for publication in summer issue of the Southeastern
Law Librarian.
b . Consult the most recent issue of the Southeastern Law Librarian for copy deadlines.

7. Nominating Connnittee
a . In conjllllcti.on with the other members of Executive Commi.ttee, approve slate of candidates.
8. Program Committee
a. Serve as chair of committee.
b . In conjmcti.on with other members of Executive Commi.ttee, approve budgets for the annual
educational program and the annual institute.
c. In conjmcti.on with other members of Executive Committee, approve unanticipated expenses in the
execution of the annual chapter meetings and institute.
9 . Scholarship Connnittee
a. In conjmcti.on with other members of the Executive Committee, set the amount offimds available for
scholarship awards by July 31 .
b . Receive from connnittee chair names of scholarship recipimt:s choosing committee membership as
requiremmt: for service award by January 31. [ADDED 3/9 al

E. Reimbursement of Expenses
1. Ordinary expenses incurred in the performance of the duties of the Vice-Presidmt will not be reimbursed
by the Chapter.
2 . Requests for rei.mbursemmt: of expenses incurred for budgeted expenses must be submitted to the
Treasurer with appropriate docummt:ation, including a cover memo and receipts. [ADDED 4/991
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F. Chapter Records
1. Receive from predecessor
a . Minutes of Executive Committee meetings for previous three years
b . Budgets of Chapter for previous three years
c. Reports of all Committees for previous three years
2. Collect duringtenn
a . Current copies of above items
3. Convey to successor
a . At conclusion of term, VP/PE reviews files collected during year, discards obsolete or unnecessary
files and conveys the collection to the incoming VP/PE.
G. Calendar of Responsibilities

Editor's Note: The Vice-President/President-Elect must also look
to the Program Committee Calendar.

March

Following election, begin selection of Program committee members and solicitation of program
ideas.

March/

Schedule meeting of Program Committee during annual chapter meeting.

April
Assume office at end of business meeting during annual chapter meeting.

April

Chapter fiscal year begins

April/

Receive appropriate files from Presideot within one month of taking office, but no later than

May

May 15.

June

Schedule meeting of Program Committee during AALL meeting.

July

Chapter membership year begins

.J

Attend annual meeting of AALL
Attend the Council of Chapter Presidents meetings and participate in training activities.
Attend Executive Committee meeting and annual chapter business meeting.

January

Receive names of scholarship recipients 'Who have chosen committee membership as service
requirement. [ADDED 3/98)

January/
February

Handbook modifications due to editor two months prior to annual chapter meeting
CREv1sED

4/991

February/ Post committee volunteer form on SEAALL website. Post a notice that it is available to
seaall-1.

March

March/

Receive preliminary budget information for upcoming year from President.

April
._J

2.2.4
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Present gift from Executive Committee to outgoing President, should the committee vote to do
so.

H. Relevant Chapter Forms

Editor's Note: See Program Committee section for other
relevant forms

CREv1sEo 3/981

1. Committee volunteer form
2. Reimbursement memo
3. Budget report

2.2 .5
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Secretary
A. Charge
1. The Secretary prepares minutes for all Executive Committee and Chapter business meetings, supervises
the elections process, supervises the Articles of Incorporation and Bylaws amendment process and
maintalns a current copy of the Articles of Incorporation and Bylaws.
B. Articles/Bylaws Statements
1. The officers of the cotporation shall consist of a President:, Vi~President: - President: Elect, Secretary,
Treasurer, Immediate Past President: and two Members-at-large.... The secretary and treasurer shall
each serv.efor tw.o years. The Dfficers shall serve 'IM1:b.out compensation. (Articles, Art. VI, Sec. 1)
[REVISED ANNUAL MEETING

7/1 2/98]

2. If the office of either secretary, treasurer or member-at-large becomes vacant for any reason, the
president: will be empowered to appomt a successor to fill that office for the remainder of the tm.expired
tenn.. (Articl.es, .Art. VI, Sec. 1) lREV1S£0 ANNUAL MEETJ.NG - 4/ I 8/97; REVISED ANNUAL MEETING
- 7/12/98]

3. No officer shall hold more than one office 1n this Chapter at one time, nor shall the president: hold office
for more than two ronsecutive terms. (Articles, Art. VI, Sec. 1)
4 . All officers shall be mstalled at the conclusion of the Chapter meeting following their election or
appointment and serve until their successors are elected or appo:inted, and qualified. (Articles, A rt. VI,
Sec. 1)
5. The officers shall together act as the Board of Trustees and the immediate past president: shall serve on
the Board of Trustees. The Board of Trustees shall be the Executive Committee of this cotporation and
shall have general supervision, management and control of the business, .affairs and actlvlties of the
coiporation, subject, however, to other articles of these Articles ofincoiporation and the Bylaws andm
accordance with the.policies agreed upon by its members. (Articles, Art. VII, Sec. 1)
6. The secretary and a member-at-large shall be elected by mail ballot 1n February of each even numbered
year. (Bylaws, Art. Ill, Sec. 2) [REVISED ANNUAL MEE.TING - 7 / I 2/98]
7. The membership is to be notified by the secretary of the outcome of the election by mail or at a meeting
of the Chapter. (Bylaws, Art. Ill, Sec. 2)
8. In the event that the office of vl~president:/president: elect becomes vacant, a special election will be held
to fill that office for the remainder of the tm.expired term. Candi.dates for this special election will. be
selected by the Executive Committee. At the discretion of the Executive Committee, the special election
may be held by mail or by a voice vote at .a Chapter meding (Bylaws, Art. Ill, Sec. 3)
[ADDED ANNUAL MEETING -

9.

.___I

4/ I 8/97]

Any proposed amendments to the Articles or the Bylaws shall be filed with the secretary. Notice shall be
given to members 1n one of the following ways:
a . notice shall be published 1n the Chapter newsletter Southeastern Law Librarian or its successor, at
least 30 days prior to balloting, or [REVISED ANNUAL MEETING - 4/ I 8/97]
b. notice shall be sent by the secretary to all members through the mail at least 30 days prior to
balloting. (Bylaws, Art. IV, Sec. I)
[Note: although not specifically directed 1n .the Bylaws, the secretary is responsible for provldi.ng a copy
to the Chapter newsletter as directed 1n item 9a above.]

10. Mail ballots may be conducted for the puipose of changing the Articles or Bylaws provlded that ballots
shall be mailed by the secretary to the membership immediately following a meeting ooere the
amendments were discussed or 30 days after notice of the proposed amendments have been mailed to the
membership. (Bylaws, Art. IV, Sec. 2)

2.3 .1
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C.

Responsibilities
1. Minutes
a. Attmds all Chapter business and Executive Committee meetings and prepares the official minutes of
all business conducted.
b . Within two weeks after the date of the meeting distributes written Chapter meeting minutes to:
(1) All Executive Committee members for their approval. Upon receiving said approval to:
(a) The Registered Agent of the chapter as identified in this Handbook
(b) The Chapter Handbook editor
(c) The Editor of Southeastern Law Librarian for publication in the next issue.
c. Within two weeks after the date of the meeting distributes written Executive Committee meeting
minutes to:
(1) All Executive Committee members
(2) The Registered Agent of the chapter as identified in the Articles of Incorporation
(3) The Chapter Handbook editor
( 4) Any Committee chair or Chapter member \W..o attended the meeting or whose work might by
significantly affected by an action of the Executive Committee taken at the meeting.
2. Elections
a. Supervises the elections process in concert with the Nominating Committee and the President.
b . Receives the complete list of all candidates for all positions from the Nominating Committee after
slate is accepted by President (by November 1) . Receives from the President the names of any
candidates submitted by written petition to the President in compliance with the Bylaws.
c. Receives biographies of all candidates from the Nominating Committee (by December 1).
d. Prepares the official ballot with a cover letter explaining the voting process. The official ballot
designates all of the offices to be filled, and nnder each office lists the names of each of the nominees
in alphabetical order by last name. The official ballot should be reproduced on colored paper.
[REVISED

4/991

The cover letter instructs voters to mark their ballots, seal .t hem in the wclosed wvelope addressed to
the Secretary by the date specified in the cover letter. CREv1sED 4/991
f. Obtain mailing labels from the Membership Database Manager as identified in this Handbook.
g . This collection of material (cover letter, biographies, and ballot) is mailed to all members in
compliance with the Bylaws (Art. 1, Sec. 2)
[Note: Ballots should be mailed by January 15 to be returned by February 15.]
h . The Secretary maintains a count of the ballots mailed and received and counts the vote.
1.
The names of successful candidates are conveyed to the President immediately upon conclusion of
counting. The President notifies all candidates of the election results. The President also notifies the
remaining Executive Committee members.
J. The Secretary armonnces the election results to the membership at annual chapter meeting and
through the Southeastern Law Librarian and via seaall-1. CREv1sED 3/981
k. At the Chapter Business meeting following the election, the Secretary requests permission of the
membership to destroy the ballots.
1. Send annonncemeat of new officers to AALL .Spectrum Chapter News Column (see 5 .a below).
e.

[ADDED

3/981

3. Articles and Bylaws Amendments Process
a . The Secretary receives proposed amendments to the Articles or the Bylaws from the Articles and
Bylaws Committee Chair. Following Executive Committee approval, the Secretary prepares the
final proposed amendments text.
2 .3 .2
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b . Notice shall be given to members in one of the following ways:
(1) by publication in the Southeastern Law Librarian at least 30 days prior to balloting, CREv1sED
ANNUAL MEETING - 4/ I 8/97) or
(2) by mail to all members at least 30 days prior to balloting. (Bylaws, Art. IV, Sec. I)
c. In the event of a mail ballot,
(I) the Secretary prepares the proposed amenchnents and ballot, including any explanatory material
deemed necessary by the Executive Committee or the Articles and Bylaws Committee and issues
the ballot following the procedures established for election balloting.
(2) The Secretary transmits the text of amenchnents \Wich are approved by the membership to:
(a) The Executive Committee
(b) The Registered Agent as idwtified in the Articles of Incorporation
( c) The Handbook & Procedures Manual Editor
d . In the event of a voice ballot during a Chapter meeting,
(I) the Secretary assists the Presidmt: and the Chair of the Articles and Bylaws Committee in
preparing for and conducting the vote.
(2) The Secretary transmits the text of amenchnents \Wich are approved by the membership to:
(a) The Executive Committee
(b) The Registered Agent as ida:ltifi.ed in the Articles of Incorporation
(c) The Handbook & Procedures Manual Editor
e.

The Secretary is responsible for maintaining the official current set of Articles ofIncorporation and
Bylaws.

f.

Additional details on procedures for drafting amenchnents to the Articles and Bylaws can be found in
the Handbook section devoted to the Articles and Bylaws Committee.

g.

The Secretary will maintain the Articles & Bylaws amenchnents timeline.. [ADDED 4/991

4. FutureCbapterMeetingSiteslADDED ExEcuT1vE coMMITTEE MEETING - 4/17/971
a . The Secretary is responsible for soliciting,proposals from SEAALL members for future meeting
sites. Meeting sites should be set two years in advance if possible.
b. Announcements seeking proposals will be placed in the Southeastern Law Librarian and posted on
appropriate internet discussion lists.
c. The Secretary will provide an application form to any interested parties.
d. Proposals will be evaluated by the Executive Committee.
5. Correspondence with AALL
a . The Secretary is responsible for notifying the AALL Spectrum or the appropriate newsletter
columnist(s) of the election of officers, appointment of newsletter Editor and chapter events. The
Local Arrangements Committee or the Program Committee will notify AALL publications of regular
chapter meetings. [REVISED 4/99)
6. Chapter Finances [REVISED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97)
a. Presidmt: will contact each officer and committee chair prior to the annual chapter meeting for
information on expmses and revenue during the past year.
2.3 3
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b. President will prepare preliminary budget for Vice-President/President-Elect.
c. After assuming office, new President will contact officers and committee chairs regarding additional
expenses required for upcoming year.
d. President will present final budget to Executive Committee during the annual chapter business
meeting.
D. Relationship with Other .SEAALL Officers, Administrative Positions and Committees
1. Executive Committee
a . Provides chapter governance as directed by the President.
2. Archives
a. Forward chapter records as identified in section F below
3. Handbook Editor
a . Provide copies of Articles and Bylaws changes, election results, minutes of business and Executive
Committee meetings.
4. Membership Database
a . Coordinate provision of mailing labels for ballots and Articles and/or Bylaws amendments.

CREv1sEo

3/98)

5. Registered Agent
a . Provide copies of minutes of business and Executive Committee meetings.
6. Articles and Bylaws Committee
a . Oversee and execute the balloting process for any proposed amendments.
7 . Newsletter/Public Relations Committee
a . Prepares minutes of chapter business meeting for appropriate issues of the Southeastern Law
Librarian.
b . Submit proposed amendments to Articles and Bylaws for publication (if time permits).
c. Consult the most recent issue of the Southeastern Law Librarian for copy deacllines.
8. Nominating Committee
a . In conjW1ction with the other members of Executive Committee, approve slate of candidates.
b . Receive biographical information on candidates from committee.
c. Execute the balloting process.
9 . Program Committee
a. In conjW1ction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
b . In conjW1ction with other members of Executive Committee, review w:ianticipated expenses in the
execution of the annual chapter meetings and institutes
10. Scholarship Committee
a. In conjW1ction with other members of the Executive Committee, set the amotmt of fimds available for
sch.olarship awards by July 3 I.
E. Reimbursement of Expenses
1. The Chapter will reimburse the Secretary for
2.3.4
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a . the production and mai1ing costs for the annual election and
b . the production and mailing costs for articles or bylaws amenchnents \Wich require a special mailing
2. Ordinary expenses incurred in the performance of the duties of the Secretary will not be reimbursed by
the Chapter.
3. Requests for reimbursement of expenses incurred for budgeted expenses must be submitted to the
Treasurer with appropriate docwnentation, including a cover memo and receipts. [ADDED 4/99 J

F. Chapter Records
1. Receive from predecessor
a . Official Chapter Correspondence for at least the previous three years
b . Minutes of Executive Committee meetings and Chapter meetings for the previous three years and
significant handouts at Executive Committee meetings
c. Official copy of the Articles of Incorporation & Bylaws in print and electronic form.
2. Collect during term
a . Current copies of the above items
3. Convey to successor/Archives
a . Updated Correspondence and Minutes file
b . All significant Chapter Correspondence deemed too old to be transmitted to the successor should be
submitted to the Chapter's archives if it is deemed to have historical value.

G. Calendar of Responsibilities
1. First year of term

.__)
March/
April

Attend Executive Committee meeting at annual chapter meeting prior to assuming office.
Assume office at business meeting during annual chapter meeting.

April

Chapter fiscal year begins

April/
May

Distribute copies of Executive Committee meeting minutes (recorded by outgoing Secretary)
to Executive Committee for approval. When approved, distribute to Registered Agent, Handbook
Editor and any Committee Chair affected by Executive Committee action.
Distribute copies of business meeting minutes (recorded by outgoing Secretary) to Executive
C..ommittee for.approval Upon .approval forward to Registered Agent, Handbook Editor and
Southeastern Law Librarian Editor. [REVISED 4/991

May

Receive all appropriate records from the outgoing .Secretary within one month of assuming
office, but no later than May 15.

July

Chapter membership year begins
Attend AALL annual meeting and record minutes of Executive Committee meeting and chapter
business meeting. Request vote of membership to destroy ballots.

2.3 .5
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August

Distribute copies of Executive Committee meeting minutes to Executive Committee for approval.
When approved, forward to Registered Agent, Handbook Edi.tor and any Committee Chair
affected by Executive Committee action.
Distribute copies of Business Meeting minutes to Executive Committee for approval . Upon
approval forward to Registered Agent, Handbook Edi.tor and Southeastern Law Librarian
Edi.tor. lREv1sED 4/991

December Receive candidate biographical information from Nominating Committee by December 1.
January

Mail ballots by January 15.

January/
February

Handbook modifications due to editor two months prior to annual chapter meeting
£REVISED

4/991

February Ballots returned by February 15.
March
Notify President, Southeastern Law Librarian Edi.tor of election results

2. Second year of term
March/
April

Attend annual Chapter meeting and record minutes of Executive Committee meeting
and chapter business meeting.
Request vote of membership to destroy ballots.

AprilFebruary

See previous year calendar

March/
April

Attend annual Chapter meeting and record minutes of Executive Committee meeting
and chapter business meeting.
Request vote of membership to destroy ballots.

April

Transmit minutes of Executive Committee meeting and chapter business meeting to incoming
secretary for distribution.

April/
May

Convey all appropriate files to incoming Secretary within one month of annual chapter
meeting, but no later than May 15.

H. Relevant Chapter Forms

CREv1sED

3/981

1. Ballots
2. Ballot cover letter
3. Explanation of proposed Articles/Bylaws amenchnents -- (Editor 's Note: pending)
4. Candi.date biographical information
5. Minutes - Business meeting, Executive committee meeting
6. Reimbrusement memo
7. Annual meeting site nomination and newsletter article
8. Budget report

SEAALL Handbook: Treasurer

Treasurer
A. Charge
The Treasurer maint;lins the accounts and ledger of the Chapter, collects membership dues, invests Chapter
fimds and, if required, prepares the Chapter's tax return. [REVISED 4/991
B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a Presidmt, Vief7Presidmt - Presidmt Elect, Secretary,
Treasurer, Immediate Past Presidmt and two Members-at-large. . . . The secretary and treasurer shall
ead:i serve for two years. The officers shall serve without compensation. (Articles, Art. VI, Sec. 1)
[REVISED ANNUAL MEETING -

7/ I 2/981

2. If the office of either secretary. treasurer or member-at-large becomes vacant for any reason, the
presidmt will be empowered to appoint a successor to fill that office for the remainder of the 1D1expired
term. (Articles, Art. VI, Sec. 1) £REVISED ANNUAL MEETING - 4/ I 8/97; REVISED ANNUAL MEETING 7/ I 2/981

3. No officer shall hold more than one office in this Chapter at one time, ... (Articles, Art. VI, Sec. 1)
4 . All officers shall be installed at the conclusion of the Chapter meeting following their election or
appointment. and serve wttil their successors are elected or appointed, and qualified. (Articles, Art. VI,
Sec. 1)
5. The officers shall together act as the Board of Trustees and the immediate past presidmt shall serve on
the Board of Trustees. The Board of Trustees shall be the Executive Committee of this corporation and
shall have general supervision, maoagemf'Ot and control of the business, affairs and activities of the
corporation, subject, however, to other articles of these Articles of incorporation and the bylaws and in
accordance with the policies agreed upon by its members. (Articles, Art. VII, Sec. 1)
6 . The assets and income derived from the assets of this corporation shall be used solely for educational and
scientific purposes. Any disbursements shall be at the approval and direction of the Board of Trustees
and the members in accordance with the bylaws. No part of the net eam1ngs of the corporation shall
inure to the benefits of, or be distributable to, its members, trustees, officers or other private persons,
except that the corporation shall be authorized and empowered to pay reasonable compensation for
services rendered and to make payments and distributions in furtherance of the purposes set forth in
Article II hereof. (Articles, Art. X. Sec. 1)
7. Membership categories ... (Bylaws, Art. I, Sec. 1)
8. All dues, individual, associate, and institutional shall be paid no later than three months after the due date
appearing on the dues notice. The treasurer shall suspend the membership of any person who has not
paid within the time allotted. A suspended membership shall be restored upon payment of dues for the
current year. (Bylaws, Art. I, Sec. 2b) [Editor's Note: In practice, the individual responsible for
maintaining the membership database controls the removal of names from the membership list.]
9 . The treasurer and a member-at-large shall be elected by mail ballot in February of ead:i odd-numbered
year. (Bylaws, Art. lll, Sec. 2) [REVISED ANNUAL MEETING - 7/ I 2/981
10. In the event that the office of vie'7president/presidmt elect becomes vacant, a special election will be held
to fill that office for the remainder of the 1D1expired term. Candidates for this special election will be
selected by the Executive Committee. At the discretion of the Executive Committee, the special election
may be held by mail or by a voice vote at a Chapter meeting. (Bylaws, Art. lll, Sec. 3)
[REVISED ANNUAL MEETING -

4/ I 8/971

C. Responsibilities
1. General Financial Matters
a . Income and Receipts
(1) The Treasurer maint;lins records for the receipt of:
(a) Membership Dues
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(b) Donations
i) Donations are usually associated with vendor contributions that llll.derwrite chapter
events
(c) Newsletter Advertising
(d) Registration Fees
i) The income from each meeting, seminar, or other Chapter event should be individually
recorded.
(2) Cash or Checks submitted for deposit in chapter accol.lllts must be accompanied by appropriate
documentation including: [REVISED 4/991
(a) A cover memo indicating the name and affiliation of the individual submitting the funds;
(b) Any supporting documentation, such as registration forms, advertising agreements, etc.
(c) Original copies of supporting documentation is retained in the Treasurer' s files for tax and
audit purposes.
b . Disbursements and Checks
(I) The Treasurer maintains records for the disbursement of :
(a) Expenses incurred in the execution of chapter events
i) Annual chapter meeting
ii) Annual educational institute
iii) Annual business meeting
iv) Reception during AALL annual meeting

(b)
(c)
(d)
(e)

Prizes
Gifts
Officer expenses as authorized by Chapter policies
Committee expenses as authorized by Chapter policies

(2) Requests for expenditure of Chapter fim.ds must be accompanied by appropriate documentation
including: [REVISED 4/991
(a) A cover memo indicating the name and affiliation of the individual requesting the fim.ds and
the reasons for the request and
(b) Any supporting documentation, such as an invoice or receipt.
(c) Original copies of supporting documentation is retained in the Treasurer' s files for tax and
audit purposes.
(d) Email requests for fim.ds will be honored only for planned expenses and only with the
approval of the President. [ADDED 4/991
i) Copies of all email correspondence relating to the request will be kept in the Treasurer's
files .
ii) Supporting documentation must be forwarded within five business days.
iii) The Treasurer is responsible for ensuring that supporting documentation is received.
(3) In the instance of a questionable request for reimbursement, the Treasurer will consult with the
President regarding the appropriateness of the request.
c.

General Accounting Procedures
(1) The Chapter currently uses Quicken 6.0 financial software for the check register, general ledger,
and reporting. [ADDED 4/991
(2) Prepare, sign and mail checks for Chapter expenses. [REVISED 4/991
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(a) Retain photocopies of signed checks and attach to supporting documentation.

[ADDED

4/991

(3) Make deposits for fimds submitted to the Chapter. [REVISED 4/99]
(a) Retain photocopies of checks and documentation [ADDED 4/991
( 4) Balance the chapter's checking account
(a) Retain cancelled checks. [ADDED 4/991

(5) Maintain a general ledger record for the transfer of chapter income and expenses. General ledger
categories include:
(a) Income
i) Dues
ii) Chapter Evmts - Separate category for each evmt:, ex: chapter meeting, chapter
reception, institute
iii) Newsletter Advertising
iv) Vendor Support
v) Interest Income
(b) Expenses
i)
Corporation report
ii) Tax return preparation
iii) Chapter evmts -- Separate category for each evmt:, ex: chapter meeting, chapter
reception, institute
iv) Newsletter -- Separate categories for printing, postage, mail permit
v) Printing
vi) Postage
vii) Scholarships
viii) Miscellaneous expenses - includes SEAALL Service Award, supplies, bank charges
d. Financial Reports
( 1) Quarterly financial report
(a) The Treasurer prepares a quarterly financial statemmt: v.bich is submitted to the editor of the
Southeastern Law Librarian.
(b) The financial statemmt: lists all income and all expenses, by category, for a 3-month period.
(c) The financial statemmt: should be printed on SEAALL stationery for the files .

(2) Annual financial report
(a) The annual financial report is prepared for distribution at the annual chapter meeting.
(b) The statemmt: lists all income and expenses, by category, for the chapter fiscal year (April 1
to March 31).
(c) The annual financial statemmt: is prepared on SEAALL stationery.
(d) A copy is provided to the editor of the Southeastern Law Librarian.
2 . Chapter Budget [ADDED ExECUTIVE COMMITTEE MEETING - 4/ I 7/97]
a . Presidmt will contact each officer and committee chair prior to the annual chapter meeting for
information on expenses and revenue during the past year.
b . Presidmt will prepare preliminary budget for Vice-Presidmt:/Presidmt-Elect.
c. After assuming office, new Presidmt will contact officers and committee chairs regarding additional
expenses required for upcoming year.
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d

President will present final budget to Executive Committee during the annual chapter business
meeting.

3. Specific Chapter Activities
a. Dues
(I) General guidelines
(a) The chapter membership year nms July 1 - JW1e 30. [REVISED
MEETING -

EXECUTIVE COMMITTEE

4/ f 7/971

(b) Membership dues are payable by July 1 each year. Any individual not submitting payment
by August I , is considered delinquent and will be dropped from the membership list.
[REVISED EXECUTIVE COMMITTEE MEETING -

4/ f 7/971

(c) The Treasurer bas the responsibility for determining that the membership category indicated
on the renewal form by an individual applying for membership is accurate.
(2) Renewal Memberships
(a) Dues notices are prepared by the Treasurer and mailed by April 1 of each year.
EXECUTIVE COMMITTEE MEETING -

[REVISED

4/ f 7/971

i) Dues notices should include a box to indicate a new member. [ADDED 4/991
ii) Any changes in the form of the dues notice should be discussed with the Executive
Committee and the member maintaining the membership database. £ADDED 4/991
(b) In preparation for mailing dues notices, the Treasurer should:
i) Obtain mailing labels from the member who maintains the membership database.
ii) Create and duplicate the dues notice
iii) Due to the volmne of mail, dues notices should be returned to the Treasurer (not to the
general SEAALL address)

(c) Checks should be deposited within one week of receipt.
(d) Copies of all returned dues notices should be mailed to the member maintaining the
membership mailing list. If the dues notice indicates that a membership is that of a new
member, a copy of the form should also be seat to the Chair of the Membership Committee.
[REVISED

4/991

(e) The original returned dues notices should be maintained in the Treasurer's files.

£REVISED

4/991

(f) A reminder notice about membership renewals should be submitted to the editor of the
Southeastern Law Librarian in May for publication in the summer issue.
(g) Occasionally, the President bas authorized a special reminder mailing to individuals not
responding to the initial dues notice.

(3) New Memberships
(a) Applications for new memberships received at times other than the annual renewal period are
required to pay the full membership fee. Part year memberships are not available.
(b) Copies of the completed membership form for new members should be seat to the member
maintaining the membership mailing list and to the Chair of the Membership Committee.
[REVISED

4/991

(c) Original membership forms should be retained in the Treasurer's files.
(d) Additional details on procedures for processing new memberships can be foWld in the
Handbook sections devoted to the Membership Committee
b . Lucile Elliott Scholarship
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( 1) Additional details on the procedures for the annual chapter meeting and educational institute can
be found in the Handbook sections devoted to the Scholarship Committee
(2) Presidmt, in consultation with Treasurer and other members of Executive Committee determines
amount of money available for scholarships by September 1.
(a) At least $3000 bas been available for distribution annually since 1990 [REVISED 4/991
(3) Chair of Scholarship Committee notifies Treasurer of names and addresses of scholarship
recipients, the amount of the award, and the date funds are required by the recipient.
(4) Treasurer calendars dates to cut and mail checks.
C.

Annual Meeting/Educational Institute
( 1) Additional details on the procedures for the annual chapter meeting and educational institute can
be found in the Handbook sections devoted to the Education, Local Arrangements and Program
Committees
(2) The Local Arrangements Committee, the Program Committee and the Education Committee
prepare a joint budget for the annual chapter meeting and educational institute. This should be
approved by the Executive Committee and in place by July 31 of the year prior to the meeting.
(3) The Treasurer handles all funds for the meeting. No "seed" money is provided to the Local
Arrangements Committee nor is a separate account established.
(4) Registration fees and vwdor support funds are collected by one of the host institutions (as
designated by the Local Arrangements/Program/Education Committees) and are forwarded to the
Treasurer for deposit in the chapter account.
(5) Bills and speaker reimbursement forms are forwarded to the Treasurer for payment by one of the
host institutions (as designated by the Local Arrangements/Program/Education Committees).
(6) The Treasurer prepares and distributes to the Executive Committee and Local Arrangements
Chair a monthly status report detailing annual meeting expenditures beginning in January of the
year of the meeting (or at the time of the first income/expenditure) and continuing until all bills
are paid and a final status report is made.
(7) Receipts for registration fees may be required at the meeting. The Treasurer prepares receipts.
(8) The Treasurer will take the Chapter checkbook to the annual meeting in anticipation of the need
to pay bills on site.

4 . Income Tax Return
a. Federal and Florida tax returns are prepared by the Treasurer in consultation with an accountant, if
required. Prior to filing, they are reviewed and approved by the Treasurer and Presidmt. The
Treasurer signs and files the tax returns.
b . A copy of all tax returns is provided to the Registered Agent.

5. Transfer of Treasury
a . Transfer of the SEAALL treasury occurs after the annual chapter meeting following the Treasurer's
election in March.
b. The outgoing Treasurer will transfer the original disk or cd version of the chapter financial software,
electronic and paper copies of the data files to the incoming treasurer and a small sum of money
(approximately $250) to the incoming Treasurer for opening an account. [REVISED 4/991
c. The incoming Treasurer should establish an interest bearing account at a bank located conveniently
for the Treasurer. If a minimum deposit is required, the Chapter typically bas $8,000 - $10,000 in
the account. Approximately 60 - 70 checks are written during the year.
d. The account should be one in \Wich canceled checks are returned to the Treasurer.
e. The Presidmt should also be a signatory on the account, should the Treasurer become incapacitated
or be unable to attend a meeting at \Wich funds are to be disbursed.
2.4 .5
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f.

Once all outstanding checks have cleared, all ftmds remaining in the Treasury are wired to the new
acc01.mt by May 31 . [REVISED 4/991
g . The outgoing Treasurer will tminstal1 the Chapter financial software once transfer is completed and
the old chapter bank account is closed. [ADDED 4/991
6. Future Chapter Meetings CREV1sED ExEcuT1vE coMMITTEE MEETING - 4/ I 7/971
a . The Executive Committee, in conjnnction with the President, reviews and approves applications for
hosting the annual chapter meeting as received by the Secretary. Sites should be chosm at least two
years in advance of the meeting if possible.

D. Special Authority
1. Checks for an amount in excess of $500.00 must be approved by the Executive Committee, with the
exception of requests from the Local Arrangements Committee for anticipated expenses which must be
accompanied by approval from the President. [REVISED 4/991
2. Investment of Chapter Fnnds
a . The Treasurer, in consultation with the President, has the authority to invest any excess chapter
ftmds .
b . Investments should be limited to certificates of deposit of terms no longer than 6 months, unless an
excessive amount of cash is on hand.
c . The chapter's greatest expenditures of ftmds occur immediately precooing and following the annual
d:iapter meeting. The Treasurer should maintain significant cash reserves at that time.

E. Relationship with Other SEAALL Officers, Administrative Positions and Committees
1. Executive Committee
a . Works to streamline payment of chapter activities
2. Archives
a . Forward chapter records as identified in section G below.
3. Handbook Editor
a. Notify of modifications in chapter procedures to be docwnented in Handbook.
4. Membership Database
a. Coordinate maintenance of accurate records of paid members.
5. Registered Agent
a . Provide copies of tax returns.
6. Local Arrangements Committee
a. In conjnnction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
b . In conjnnction with other members of Executive Committee, approve nnanticipated expenses in the
execution of the annual chapter meetings and institutes.
c. Coordinates payment of bills and receipt of sponsorship ftmds for annual chapter meeting. [REVISED
4/99]

7. Membership Committee
a . Upon receipt of dues payment, provide the committee with information on new members.

2.4 .6

SEAALL Handbook: Treasura-

b . Work with the committee to determine current membership roles for preparation of the Membership
Directory.
8. Newsletter/Public Relations Committee
a. Prepare financial report for each newsletter issue.
b . Consult the most recent issue of the Southeastern Law Librarian for copy deacllines.
c. Process invoices for newsletter activities promptly.
9 . Nominating Committee
a . In conjmction with the other members of Executive Committee, approve slate of candidates.
10. Program Committee
a . In conjmction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
b . In conjtmction with other members of Executive Committee, approve unanticipated expenses in the
execution of the annual chapter m ~ and institutes
11 . Scholarship Committee
a. In conjtmction with other members of the Executive Committee, set the amount of ftmds available for
scholarship awards by July 31 .
b . Coordinate distribution offtmds to scholarship recipients.

F. Reimbursement of Officer Expenses
1. Ordinary expenses incurred in the performance of the duties of the Treasurer will not be reimbursed by
the Chapter.
G. Chapter Records
1. Receive from predecessor
a . Original disk or cd copies of the accounting software currently in use by the chapter. [ADDED 4/991
b. Electronic and print copies of all financial records. [ADDED 4/991
c. General ledger of Chapter transactions for the precffling two years.
d Records of all receipts and disbursements (copies of checks or canceled checks, etc.) for the
preroding two years.
e. Bank statements for the precffling two years.
f. Corporation reports for the precffling two years.
g . The Chapter's final budgets for the preading three years.
h . Income tax returns for the previous seven years.
1.
Audit reports for the preading ~ven years (if in existence).
J. Significant correspondence relating to the Chapter's accounts, income tax returns, etc.
2. Collect during term
a . Copies of the items enumerated above
3. Convey to successor/Archives
a . All items enumerated above for the previous two years.
b . The Treasurer should convey to the Chapter's Archives, copies of income tax returns and audits older
than seven years and print copies of all historical financial records. lREv1sED 4/991
c. All other materials accumulated by the Treasurer during his/her term should be discarded
(membership forms, etc.)
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B. Calendar of Responsibilities
1. First Year of term
March/
April

Attend Executive Connnittee meeting during annual chapter meeting.
Asswne office at end of business meeting during annual chapter meeting.

April

Coordinate transfer of fimds with outgoing treasurer after annual chapter meeting.
Open checking account with seed money and make certain President is signatory on the account.
[ADDED

4/99)

Install and become familiar with financial software currently in use by chapter.

£ADDED

4/991

Chapter fiscal year begins April 1.

May

Prepare and send dues reminder notice to editor of the Southeastern Law Librarian in time to
meet publication deadline.
Transfer of treasury fimds complete by May 31 .
File federal and/or state of Florida income tax return. [This may require assistance of immediate
past Treasurer.] [REVISED 4/991

July

Chapter membership year begins
Attend Executive Connnittee meeting during AALL annual meeting and chapter business meeting
held at AALL annual meeting.
Confirm with President that budget for annual chapter meeting has been accepted by July 31 .
Confirm with President fimding available for the Lucile Elliott Scholarships.

August

Prepare and send April 1-Jlllle 31 financial statement to editor of the Southeastern Law
Librarian in time to meet publication deadline.
Deadline for payment ofrenewingmembership dues (August 1).

£REv1sED

4/991

September Consult President for decision on malling final dues reminder notice to members who have not
renewed.
October

Contact local arrangements, program and education committees about annual meeting budget.
Insure that budget has been approved by Executive Connnittee.

November Send July 1- September 31 financial statement to editor of the Southeastern Law Librarian in
time to meet publication deadline.
December Receive information on scholarship recipients from Scholarship Connnittee by December 15.
Calendar dates to cut and mail checks.
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January

Prepare status report on annual chapter meeting expenditures. Distribute to Executive
Committee, Local Arrangements Committee Chair and Education Committee Chair.

February

Send October 1- December 31 financial statemeot to editor of the Southeastern Law Librarian in
time to meet publication deadline.
Prepare status report on annual chapter meeting expenditures. Distribute to Executive
Committee, Local Arrangements Committee Chair and Education Committee Chair.

February/ Handbook modifications due to editor one month prior to annual chapter meeting
March
Prepare dues invoice. Obtain mailing labels from member responsible for maintenance of
membership database Mail dues notice by April 1.
March/
April

Prepare full year financial statement (April 1 - March 31 ).
Attend annual chapter meeting and present annual Treasurer's report during business meeting.

April

Contact Chapter's Registered Agent regarding amomrt required to file annual report with the
Florida Secretary of State.
Prepare status report on annual chapter meeting expenditures. Distribute to Executive
Committee, Local Arrangements Committee Chair and Education Committee Chair.
Change Presidmtial signature on chapter bank accomrt.

[ADDED

4/991

2. Second Year of term

May

Send full year financial statement (April I - March 30) to editor of the Southeastern Law
Librarian in time to meet publication deadline.
Send dues notice to editor of the Southeastern Law Librarian in time to meet publication
deadline.
Prepare status report on annual chapter meeting expenditures. Distribute to Executive
Committee, Local Arrangements Committee Chair and Education Committee Chair.
File federal and/or state of Florida income tax return.

June

Prepare status report on annual chapter meeting expenditures. Distribute to Executive
Committee and Local Arrangements Committee Chair.

July through March

I.

See first year responsibilities.

March

Coordinate preparation of dues notice. Dues payments to be returned to incoming treasurer.

April

Coordinate transfer of chapter fi.mds to incoming treasurer.

Relevant Chapter Forms
1. Dues notice

CREv1sED
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2.
3.
4.
5.
6.
7.

Financial Report - Quarterly, Annual
Sample check-- (Editor's Note: pending)
Stationery-- (Editor's Note: pending)
Scholarship Recipient Letter -- (Editor's Note: pending)
Membership brochure/application form
Budget report
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Immediate Past President
A. Charge
1. The Immediate Past President advises the current President and Executive Committee, serves as chair of
the Articles and Bylaws Committee and participates as a member of the Service to SEAALL Committee.
B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect, Secretary,
Treasurer, Immediate Past President and two Members-at-large .... The officers shall serve without
compensation. [REVISED ANNUAL MEETING - 7 / I 2/98]
2. The officers shall together act as the Board of Trustees and the immediate past president shall serve on
the Board of Trustees. The Board of Trustees shall be the Executive Committee of this corporation and
shall have general supervision, management and control of the business, affairs and activities of the
corporation, subject, hovvever, to other articles of these Articles of incorporation and the bylaws and in
accordance with the policies agreed upon by its members. (Articles, Art. VI, Sec. 1)
3. In the event that the office of vice-presidmt/president elect becomes vacant, a special election will be held
to fill that office for the remainder of the lDlexpired term. Candidates for this special election will be
selected by the Executive Committee. At the discretion of the Executive Committee, the special election
may be held by mail or by a voice vote at a Chapter meeting. (Bylaws, Art. Ill, Sec. 3)
[ADDED ANNUAL MEETING - 4/ I 8/97]
C. Responsibilities
1. General
a . Serves as a voting member of the Executive Committee and attends all Executive Committee
meetings.
2. ChapterFinances[REVISED EXECUTIVE COMMITTEE MEETING - 4/17/97]
a. President will contact each officer and committee chair prior to the annual chapter meeting for
information on expenses and revenue during the past year.
b . President will prepare preliminary budget for Vice-President/President-Elect.
c. After assuming office, new President will contact officers and committee chairs regarding additional
expenses required for upcoming year.
d President will present final budget to Executive Committee during the annual chapter business
meeting.

3. Future Chapter Meetings [REVISED EXECUTIVE coMMITTEE MEETING - 4/ I 7 /971
a . The Executive Committee reviews and approves applications for hosting the annual chapter meeting
as received by the Secretary. Sites should be chosen at least two years in advance of the meeting.

D. Relationship with Other SEAALL Officers, Administrative Positions and Committees
1. Executive Committee
a . Provide advice and support to the President [ADDED 4/991
b . See also relationships described in Articles and Bylaw Committee and Service to SEAALL
Committee sections.
2. Articles and Bylaws Committee
a . Serve as chair of committee

3. Nominating
a . In conjlDlction with the other members of Executive Committee, approve slate of candidates.
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4. Program Committee
a . In conjllllcti.on with other members of Executive Connnittee, approve budgets for the annual
educational program and the annual institute.
b . In conjllllcti.on with other members of Executive Connnittee, approve tm.anticipated expenses in the
execution of the annual chapter meetings and institutes
5. Scholarship Committee
a . In conjllllcti.on with other members of the Executive Connnittee, set the amow:rt: offtmds available for
scholarship awards by July 31.
6. Service to SEAALL Connnittee
a . Serve as a member of the connnittee.
7. Archives
a . Foxward chapter records as identified in section F below.
8. Handbook Editor
a . Notify of modifications in chapter procedures to be documented in Handbook.

E. Reimbursement of Expenses
1. Ordinary expenses incurred in the performance of the duties of the Immediate Past Presida:rt will not be
reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for budgeted expenses must be submitted to the
Treasurer with appropriate documentation, including a cover memo and receipts. [ADDED 4/991
F. Chapter Records
1. Receive from predecessor
a . Minutes of Chapter and Executive Connnittee meetings for the previous two years
b . Copies of handouts at Executive Committee meetings for previous two years

2. Collect during term
a . Items listed above
3. Convey to successor
a. Minutes of Chapter and Executive Committee meetings for the previous two years
b . Copies of handouts at Executive Connnittee meetings for previous two years.

G. Calendar ofRespoDS1l>ilities

Editor's Note: The Immediate Past President must also look to the Articles
and Bylaws Committee Calendar

March/
April

Assume office at the end of the business meeting during annual chapter meeting.

April

Chapter fiscal year begins

April/
May

Convey files to new Presida:rt and receive files from predecessor within one month of
leaving office, but no later than May 15.
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July

Chapter membership year begins
Attend annual meeting of AALL.
Attend Executive Committee meeting and annual chapter business meeting.

January/
February

Handbook modifications due to editor two months prior to annual chapter meeting.

H. Relevant Chapter Forms

CREvrsEo 3/981

1. Budget report
2. Reimbursement memo
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Member-at-Large
SECTION ADDED

4/99

Editor 's Note: The specific responsibilities of the Members at Large are under development. The Charge
for the office is pending until the position is more established.
A. Charge
1.
B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect, Secretary,
Treasurer, Immediate Past President and two Members-at-large .... The officers shall serve without
compensation. [REVISED ANNUAL MEETING - 7/ I 2/98]
2. The officers shall together act as the Board of Trustees and the immediate past president shall serve on
the Board of Trustees. The Board of Trustees shall be the Executive Committee of this corporation and
shall have general supervision, management and control of the business, affairs and activities of the
corporation, subject, however, to other articles of these Articles of incorporation and the bylaws and in
accordance with the policies agreed upon by its members. (Articles, Art. VI, Sec. 1)
3. In the eveot that the office of vice-president/president elect becomes vacant, a special election will be held
to fill that office for the remainder of the nnexpired term. Candidates for this special election will be
selected by the Executive Committee. At the discretion of the Executive Committee, the special election
may be held by mail or by a voice vote at a Chapter meeting. (Bylaws, Art. DJ, Sec. 3)
[ADDED ANNUAL MEETING -

4/ I 8/97]

C. Responsibilities
1. General
a . Serves as a voting member of the Executive Committee and attends all Executive Committee
meetings.
2. Chapter Finances [REVISED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97]
a. President will contact each. officer and committee chair prior to the annual ch.apter meeting for
information on expenses and revenue during the past year.
b . President will prepare preliminary budget for Vice-President/President-Elect.
c. Aft.er assuming office, new President will contact officers and committee chairs regarding additional
expenses required for upcoming year.
d President will present final budget to Executive Committee during the annual ch.apter business
meeting.
3. Future Chapter Meetings [REVISED ExEcuT1vE coMMITTEE MEETING - 4/ I 7 /971
a . The Executive Committee reviews and approves applications for hosting the annual ch.apter meeting
as received by the Secretary. Sites should be chosen at least two years in advance of the meeting.

D. Relationship with Other SEAALL Officers, Administrative Positions and Committees
1. Executive Committee
a . Serves as a voting member of the Executive Committee in providing governance for the ch.apter.
2 . Nominating
a . In conjnnction with the other members of Executive Committee, approve slate of candidates.
3. Program Committee
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In conjmction with other members of Executive Committee, approve budgets for the annual
educational program and the annual institute.
b . In conjmction with other members of Executive Committee, review unanticipated expenses in the
execution of the annual chapter meetings and institutes
a.

4.

Scholarship Committee
a . In conjmction with other members of the Executive Committee, set the amount of fimds available for
scholarship awards by July 31 .

5. Archives
a . Forward chapter records as identified in section F below.
6. Handbook Editor
a . Notify of modifications in chapter procedures to be documented in Handbook.

E. Reimbursement of Expenses
1. Ordinary expenses incurred in the performance of the duties of the Member-at-large will not be
reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for budgeted expenses must be submitted to the
Treasurer with appropriate documentation, including a cover memo and receipts. [ADDED 4/991
F. Chapter Records
1. Receive from predecessor
a. Minutes of Chapter and Executive Committee meetings for the previous two years
b. Copies of handouts at Executive Committee meetings for previous two years
2. Collect during term
a. Items listed above
3. Convey to successor
a . Minutes of Chapter and Executive Committee meetings for the previous two years
b . Copies of handouts at Executive Committee meetings for previous two years.

._,I

G. Calendar of Responsibilities
March/
Assume office at end of business meeting during annual chapter meeting.
April
April

Chapter fiscal year begins

April/
May

Convey files to new Member-at-large and receive files from predecessor within one month of
leaving office, but no later than May 15.

July

Chapter membership year begins
Attend annual meeting of AALL.
Attend Executive Committee meeting and annual chapter business meeting.

January/ Handbook modifications due to editor two months prior to annual chapter meeting
February lREv1sED 4/991

H. Relevant Chapter Forms

lREv1sED

.J
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1. Budget report
2. Reimbursement memo
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General Committee Guidelines
A. Articles/Bylaws Statements
1. There shall be the following standing committees:
(1) Program; (2) Membership; (3) Nominating; (4) Placement; (5) Scholarship; (6) Articl~ and Bylaws; ~7)
Newsletter and Public Relations; (8) Education and Publications; (9) Government Relations; (10) Service
to SEAALL. The president shall appoint all members of the standing committees. (Articles, Art. VIII)
[REVISED ANNUAL MEETING - 4/ I 8/97]
2. Special committees may be created as necessary. The president shall appoint all members of the special
committees. (Articles, Art. VI1I)

B. Composition of Committees
1. Committee members will be appointed by the incoming President from those of the general membership who
express an interest on the Committee Preference Form.
2. The incoming President may also solicit other members for committee membership, if necessary.
3. When appropriate, committee members will be appointed to two year terms to provide continuity for the
committee.
4. Prior to the annual chapter meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
5. The incoming President will attempt to balance committees both geographically and by type of library.

C. General Committee Responsibilities
1. Committee Charge
a . Committees shall execute their responsibilities as defined by the general committee charge.
b. Committees shall execute any special responsibilities as directed by the incoming Presidmt in a special
charge to the committee.
2. Reports

a.

CREv1sED

4/991

The Committee Chair will prepare an annual detailing the activities of the committee for distributioo at
the annual chapter meeting.

3. Meetings
a. Committee Meetings CREv1sED 4/991
( 1) The committee is encouraged to meet during the annual chapter meeting, to conduct committee
business via email and to hold conference calls as needed.
(2) Minutes will be recorded for each conference call and meeting.
(3) If significant committee business occurs via email, copies of significant messages should be
maintained in print for committee files
(4) Time will be made available for committee meetings during the annual chapter meeting
(5) Rooms will be made available to the extent the meeting location permits.
b . Executive Committee Meetings
( 1) The Chair or a designate will attend any Executive Committee meeting if invited by the President.
4. Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /9 7]
a. Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.
5 . Relationships with other SEAALL Committees or Officers

3.1.1
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a. The Committee will establish and maintain cootact with any SEAALL Committee or Officer indicated
in the appropriate Chapter handbook section, or with any other committee as is required to complete its
responsibilities.

6. Reimbursement of Committee Expmses
a . Ordinary expmses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. CREv1sED 4/99 J
b . BudgetedExpmses
( 1) Rfimbursemmt memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation.
[REVISED

4/99)

(2) Committees should coosult their specific Handbook section for details onnonnal budgeted expmses.
c. Expmses Not Previously Budgeted
( 1) Should the committee undertake projects which may require reimbursement and which have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought
prior to wdertaking the activity.
(2) Requests for reimbursement should be submitted to the President and/or Executive Committee on
with a cover memo explaining the reason for the request and any supporting docwnentation.
[REVISED

4/99)

(3) Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.
7. Committee Procedures
a . Each Committee should look to this Handbook for information regarding the existing policies and
procedures of the committee.
b . The Committee may modify stated policies or procedures or develop new policies or procedures if
directed by the Executive Committee or as may become necessary for the efficient fimctioniog of the
committee and the completion of its responsibilities.
c. Substantive changes in policies or procedures should be submitted to the Executive Committee for
review.
d ALL changes in polices or procedures should be documented and submitted to the Handbook Editor one
month prior to the next annual chapter meeting.
8. Maintenance and Transfer of Records

a . The Chair will collect and maintain all appropriate committee records during his/her term of office.
b . The outgoing Chair will transfer all reoords ida:rt:ified in the Handbook section on the Committee to the
incoming Chair within one month of the annual chapter meeting, but not later than May 15.
c. The outgoing Chair will transfer all records ida:rt:ified for inclusion in the SEAALL Archives in a timely
fashion.

D. Calendar of Responsibilities

March/ Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting. (Report can be
delegated)
Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.

3.1 2
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Chair receives copy of Chapter Handbook or relevant sections from Handbook Editor.

April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair.prepares preliminary committee report. Report is due to President one month prior to chapter
business meeting.

July

Chapter membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/

Handbook modifications due to editor two months prior to annual chapter meeting

February

tREv1sED

4/991

February/ Chair prepares or delegates the preparation of final committee report. Report is due to
March
President one month prior to annual chapter meeting or as requested by President.
Expense./revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual ch.apter
meeting.

Incoming Chair receives preliminary list of committee members from incoming President.

April

Outgoing Chair prepares and delivers committee files to incoming Chair and/or SEAALL Archives
within one month following the annual chapter meeting, but no later than May 15.

E. Relevant Chapter Forms
1.
2.
3.
4.

tREv1sED

3/981

Annual Committee Report
Reimbursement memo
Budget report
Other forms specific to the Committee as identified in the appropriate Handbook section.

3.1 3
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Articles and Bylaws Committee
A. Committee Charge
The Articles and Bylaws Committee is charged with the review and revision of the Chapter Articles of
Incorporation and Bylaws as directed by the Executive Connnittee, sug,gested by chapter members or as needed.
B. Articles/Bylaws Statements
1. There shall be the following standing committees: . . . ( 6) Articles and Bylaws ... (Articles, Art. VlD)
2. The president shall appoint all members of the standing committees. (Articles, Art. VlD)
3. The bylaws of this corporation may be adopted, repealed, amended or suspended by a two-thirds (2/3) vote
of the members voting in a ballot cooducted by mail in manner provided in the bylaws or at a meeting of the
Chapter by a two-thirds (2/3) vote of the members voting in the ballot. (Articles, Art. XI)
4. Amendments to the charter may be proposed by the Executive Committee or by a petition signed by ten
percart ( 10%) of the members. Proposed amendments shall become effective after they have been submitted
to all members and \Wf.11 approved by two thirds (2/3) of those voting in a ballot conducted by mail in the
manner provided in the bylaws or at a meeting of the Chapter by a two-thirds (2/3) vote of members voting
in the ballot. (Articles, Art. XII)
5. Any proposed amendments to the Articles or the Bylaws shall be filed with the secretary. Notice shall be
given to members in one of the following ways:
a . notice shall be published in the Chapter newsletter Southeastern Law Librarian or its successor, at least
30 days prior to balloting [REVISED ANNUAL MEETING - 4/ I 8/97], or
b . notice shall be smt: by the secretary to all members through the mail at least 30 days prior to balloting.
(Bylaws, Art. IV, Sec. 1)

[Editor's Note: Although not specifically directed in the Bylaws, by Executive Committee decision, the
secretary is responsible for providing copy to the Chapter newsletter as directed in item 5.a. above.]
6. Mail ballots may be conducted for the purpose of changing the Articles or Bylaws provided that ballots shall
be mailed by the secretary to the membership immediately following a meeting \\Aiere the amendments were
discussed or 30 days after notice of the proposed amendments have been mailed to the membership.
(Bylaws, Art. IV, Sec. 2)

C. Composition
1. The committee is composed ofthe Immediate Past President, the President and the Vice-President/Presidmt.Elect.
2. The committee is chaired by the Immediate Past President.
D. Responsibilities
1. Revision of Articles and/or Bylaws
a . Prelim1nary matters
(1) Prior to any review the committee Chair should ascertain that the copy of the Articles and Bylaws
provided by the previous chair is the current version. The official, authoritative copy is maintained
by the Secretary.
b . General Review
(1) On a regular basis, the Articles of Incorporation and Bylaws should be reviewed for content or
typographical changes which may be required.
c.

Specific Revisions

3 .2 .1
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( l) If specific revisions to the articles or bylaws have been previously idmt:ified, the President will so
inform the chair.
d. Revision Procedures
( l) The committee will draft appropriate revision language for the Articles or Bylaws provisions \\hich
have been idmt:ified.
(2) The committee will submit final proposed language to the Executive Committee for comm.mt or
further revision.
(3) Upon.final determination of proposed changes, the committee chair provides the Secretary with the
final language and any explanatory material deemed necessary for notice and balloting by the
membership. [Editor's Note: Additional details on the actual balloting process can be found in

the Handbook section devoted to the office of Secretary.]
( 4) Upon approval by the membership, the Secretary transmits the text of amenchnmts to the Executive
Committee, the Registered Agmt, the Handbook Editor and the Editor of the Southeastern Law

Librarian.
( 5) The President transmits text of amenchnmts approved by the membership to the AALL Constitution
and Bylaws Committee. This fimction may be delegated to the Articles and Bylaws Committee
chair.
e. Timing of Committee Activities
( l) The Committee must be aware of the notice requiremmts in the Bylaws when planning the
amenchnmt process during any given year.
(2) The Chapter Bylaws require that the membership be notified of proposed changes:
(a) 30 days before balloting ifnotice is by publication in the Southeastern Law Librarian [REVISED
ANNUAL MEETING -

4/ I 8/97]

OR

(b) 30 days before balloting if notice is by mail.
(3) Financial considerations make it highly desirable to utilize the Southeastern Law Librarian to
provide notice of proposed amenchnmts to the membership.
2. Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/1 7/97]
a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.
3. Handbook
a . Toe committee will review the committee procedures set out in the Chapter Handbook, suggesting
modifications to the Handbook Editor and, if necessary, to the Executive Committee.
4 . Reporting
a. The committee will prepare a final annual report swnmarizing its activities, listing their status and
advising of any needed Articles or Bylaws changes for the coming year.

5. Meetings
a . The committee is encouraged to meet during the amrua1 chapter meeting, to conduct committee business
via email and to hold conference calls as needed. [REv1sED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be rnainrained
in print for committee files . [REVISED 4/991
d. The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.
3.2.2
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E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Secretary
a . The Articles and Bylaws Committee must maintain a close working relationship with the Secretary as
he/she will oversee the balloting process for any proposed amendments.

.J

2. Handbook Edi.tor
a. The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
3. Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. [ADDED 3/981
4. Newsletter/Public Relations Committee
a . The Articles and Bylaws Committee will provide any supporting discussion of proposed Articles or
Bylaws amendments to the Newsletter/Public Relatioos Committee for publication in the Southeastern
Law Librarian.
b . Consult the most recent issue of the Southeastern Law Librarian for copy deadlines.
5. SEAALL Committees
a . The Articles and Bylaws Committee will be receptive to suggestioos from other committees as to desired
modifications of the Articles and Bylaws.

F. Reimbursement of Committee Expenses
1. Ordinary Expmses
a . Ordinary expmses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/99)
2. Budgeted Expmses
a . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. [ REVISED
4/99)

3. Expmses Not Previously Budgeted
a . Should the committee llll.dertake projects which may require reimbursement and which have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to mdertaking the activity.
b. Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation.. cR Ev1s ED 4/991
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1. Receive from immediate past chair
a. Current copy of the articles and bylaws
b . Records of articles and bylaws ammdments for the previous five years.
c. Any significant correspondence regarding the articles and bylaws amendment process.
d Committee files for the previous five years
( 1) Committee reports.
(2) Minutes of committee meetings and confermce calls.
3.2.3
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2. Collect during term
a. Items enwnerated above
3. Convey to successor/Archives
a. Items enwnerated above.
b . Older files and materials should be sent to the SEAALL archives.
H. Calendar of Responsibilities
March/ Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)

Outgoing Chair reports on committee activities at annual chapter meeting. (Report can be
delegated.)
Incoming Chair asswnes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of Chapter Handbook from Handbook Editor.
April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

July

Chapter membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/
February

Handbook modifications due to editor two months prior to annual chapter meeting
[REVISED

4/99]

February/ Chair prepares final committee report. Report is due to President one month prior to
March
annual chapter meeting.

Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.
Incoming Chair receives prelim1nary list of committee members from incoming President.
April/

Outgoing Chair prepai:es and delivers files to incoming committee chair and/or
3 .2.4
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May

L

SEAALL Archives within one month following annual chapter meeting, but no later than May 15

Relevant Chapter Forms CREv1sEo 3/981
1. Annual Committee Report
2. Articles or Bylaws Amendments ballot
3. Reimbursement memo
4. Budget

.....,I

..__,I
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Education/Publications Committee

A. Committee Charge
1. The Education/Publications Committee is responsible for developing publications of bmefit to the
membership of the Chapter. The committee is also responsible for developing SEAALL program proposals
for the AALL annual meeting.

B. Articles/Bylaws Statements
1. There shall be the following standing committees: . . . (8) Education and Publications ... (Articles, Art. VIII)
[REVISED ANNUAL MEETING -

4/ I 8/97)

2. The president shall appoint all members of the standing committees. (Articles, Art. Vl1I)

C. Composition
1. Prior to the annual chapter meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
2. Committee members will be appointed by the President from those of the general membership who express
an interest on the Committee Preference Form.
3. The incoming President may also solicit other individuals for committee membership, if necessary.
4. Committee members will be appointed to two year terms to provide continuity for the committee.
5. The incoming.President will attempt to balance geographical and type of library considerations to the exum
possible.

D. RespoDSJl>ilities
1. Projects
Develop program proposals for the AALL annual meeting based upon SEAALL programs.
Develop a resource guide oflegi.slative expertise with contacts for the southeastern states.
Develop a directory of internet access points for the southeast.
Disseminateinfoanatioo on meetings, programs, speakers and materials from the smaller AALL chapters
within SEAALL's geographic area.
e. Update the Practice Materials Bibliographies that originally appeared in the Southeastern Law
Librarian.
f. Maintain a clearinghouse of library documents.

a.
b.
c.
d.

2. Web site
a . Maintain a SEAALL web site for promoting the chapter and disseminating information on committee
projects.
3. Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97)
a. Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.
4 . Handbook
a. The committee will review the committee procedures set out in the Chapter Handbook, suggesting
modifications to the Handbook Editor and, if necessary, to the Executive Committee.
5.

Reporting [REVISED 4/99)
a . The Committee Chair will prepare an annual detailing the activities ofthe committee and any suggestions
for future projects for distribution at the annual chapter meeting.

6. Meetings

3 3.1
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a . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. rR Ev 1s ED 4/9 9 J
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files
d. The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
2. Newsletter/Public Relations Committee
a . The Education/Publications Committee should provide informatioo m committee activities and projects
to the Newsletter/Public Relations Committee for publication in the Southeastern Law Librarian or for
other uses. Consult the most recent issue of the Southeastern Law Librarian for copy deacllines.
b . The Education/Publications Committee will coordinate with the Newsletter/Public Relations Committee
regarding any requests for vendor support of the activities of the committee.
c. The Committee should commmri.cate with the Newsletter/Publications Committee regarding articles and
information appropriate to the SEAALL web site.
3. Program Committee
a . The Education/Publications Committee will work with the Program Committee to develop program
proposals for the AALL annual meeting.
b. The Program Committee will provide the Education/Publications Committee with advance notice of
programs scheduled for the annual chapter meeting.
c. The Program Committee will also provide the Education/Publications Committee with any program
proposals not selected for the annual chapter meeting for consideration as AALL program proposals.
ci The Committee will work with the Program Committee to promote the annual chapter meeting through
the SEAALL web site.

__J

4 . Other SEAALL Committees
a. The Committee will promote and support the work of other Committees as appropriate through mounting
of relevant information on the SEAALL web site.
b . The Committee will develop additional relationships with other SEAALL committees as needed.

F. Reimbursement of Committee Expenses
1. Ordinary Expenses
a . Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
2 . Budgeted Expenses
a . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documeotation. rR Ev1sEo
4/99)

3. Expenses Not Previously Budgeted

.J
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a . Should the committee tmdertake projects which may require reimbursement and which have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to undertaking the activity.
b. Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. cR Ev1s ED 4/991
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years
(1) Education/Publications Committee reports.
(2) Minutes of committee meetings and conference calls.
b . Copies of any project files for the previous three years.
2. Collect during term
a. Items enumerated above.
3. Convey to successor/Archives
a . Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
March/ Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Editor
April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)

3 3 .3

SEAALL Handbook: Educatim/Publicatims Ccmmittee

Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/

Handbook modifications due to editor two months prior to annual chapter meeting

February

£REVISED

4/991

February/ Chair prepares or delegates the preparation of committee report. Report is due to President
March

one month prior to annual chapter meeting.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.

Incoming Chair receives preliminary list of committee members from incoming President.

April/
May
I.

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

Relevant Chapter Forms CREv1sED 3/981
1. Annual Committee Report
2. Reimbursement memo
3. Budget

3 .3 .4
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Government Relations Committee
A. Committee Charge
1. The Government Relations Committee shall monitor the legislative, regulatory and judicial developments that
affect SEAALL, the practice of law librarianship or the creation and dissemination of information for the
states in the southeastern region of the United States. The Committee should inform the SEAALL
membership about these issues through the newsletter or other means, should draft proposed resolutions,
position papers and letters as appropriate for adoption by the Executive Committee and/or the membership,
and should coordinate such efforts as are approved by the Executive Committee to testify or otherwise
comnumicate SEAALL vie\NS to the appropriate bodies. This Committee also may coordinate other relevant
activities sud:l as workshops or other educational activities at the annual meeting and should mdertake other
activities as directed by the Executive Committee. [In practice, the President mtQl review the GRC activities
without involving the remainder of the Executive Committee].

B. Articles/Bylaws Statements
1. There shall be the following standing committees: . . . (9) Government Relations ... (Articles, Art. Vl1l)
[ADDED ANNUAL MEETING -

4/ I 8/971

2. The president shall appoint all members of the standing committees. (Articles, Art. Vl1l)

C. Composition
1. Prior to the annual chapter meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
2. Maximum committee size is 6.
3. Committee members will be appointed by the President from those of the gmeral membership who express
an interest on the Committee Preference Form.
4. The incoming President may also solicit other individuals for committee membership, if necessary.
5. Committee members will be appointed to two year terms to provide continuity for the committee.
6 . The incoming President will attempt to balance geographical and type of library coosiderations to the extent
possible.
D. Responsibilities
1. Projects
a . Develop and regularly update a SEAALL Government Relations Policy.
b . Publish a regular article in the Southeastern Law Librarian and investigate the need for other types of
information alerts, including special inserts in the ne\NSletter, SEAALL discussion list po~, etc.
c. Develop and distribute a lobbying brochure that describes effective methods for communicating with
state elected and appointed officials.
d. Draft letters to elected and appointed officials.
e. Monitor legislative, judicial and regulatory developments in Southeastern states.
f. Review various publications, discussion lists and other relevant sources for information relating to the
creation and distribution of information.
g . Propose programs for the annual chapter meeting.
2.

ChapterFinances[ADDED EXECUTIVE COMMITTEE MEETING -

4/17/971

a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.
3. Handbook
a . The committee will review the committee procedures set out in the Chapter Handbook, sug,gesting
modifications to the Handbook Edi.tor and, if necessary, to the Executive Committee.
3 .4 .1
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4. Reporting £REVISED 4/991
a . The committee chair will prepare an annual detailing the activities of the committee and any suggestions
for future projects for distribution at the annual chapter meeting.

5. Meeting.s
a . The committee is encouraged to meet during the annual chapter meeting, to cmduct committee business
via email and to hold conference calls as needed. [REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If signi£c.ant committee business occurs via email, copies of signi£c.ant messages should be maintained
in print for committee files. [REVISED 4/99)
d The Committee Chair or a designee will attend the meeting.s of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meeting.s, reporting on committee
activities as necessary.
E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Presidmt/Executive Committee
a . The committee works closely with the President and Executive Committee, notifying them of
developments in the member states.
2.

Handbook Editor
a. The committee will provide proposed additions and revisions to the procedures included in this

Handbook.
3. Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. £ADDED 3/98 l

__)

4. Newsletter/Public Relations
a . The committee works with editor of the Southeastern Law Librarian for the regular publication of
relevant information. Consult the most recmt issue of the Southeastern Law Librarian for copy
deadlines.

5. Program
a . The committee may work with the Program Committee to develop program proposals relevant to the
charge of the Government Relations Committee.
6. Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed

F. Reimbursement of Committee Expenses
1. Ordinary Expmses
a. Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. £REVISED 4/991
2.

Budgeted Expenses
a . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explainingthereimbursementsougbtandincludinganyreceiptsorsupportingdocumentation. £REVISED
4/99)

J

3. Expmses Not Previously Budgeted
3 4 .2
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Should the committee W1dertake projects which may require reimbursement and which have not been
previously budgeted, approval from the President and/or the Executive Committee must be sougJ:tt prior
to m1dertaking the activity.
b . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
acovermemoexplainingthereasonfortherequestandanysupportingdocumeotation. CREv1sEo 4/991
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

a.

G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years
(1) Government Relations Committee reports.
(2) Minutes of committee meetings and conference calls.
b . SEAALL lobbying brochure, current stock, disk copy
2. Collect during term
a . Items enumerated above.
3. Convey to successor/Archives
a. Items enumerated above.
b. Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
March/
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the President.
April
(Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Edi.tor

April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assigmnents from the President.
Chair solicits ideas for special projects from committee members.
Chair contacts committee members and begins the process of monitoring state developments,
assigning newsletter columns, structuring the year's work, and handling other assignments.

June

Cliair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
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Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/
February

J

Handbook modifications due to editor two months prior to annual chapter meeting
[REVISED

4/991

February/ Chair prepares annual committee report. Report is due to President one month prior
March

to annual chapter meeting.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.
Incoming Chair receives pre)lmlnary list of committee members from incoming President.

April/

May
I.

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

Relevant Chapter Forms CREv1sED 3/981
1. Annual Committee Report
2. Reimbursement memo
3. Letters to elected officials on government information policies - (Editor's Note: pending)
4. Lobbyjng brochure
5. SEAALL Government Relations Policy
6 . Budget report

J
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Local Arrangements Committee
A. Committee Charge
1. The Local Arrangements Committee is responsible to planning and executing the local arrangements for the
SEAALL annual meeting and affiliated half-day institute and works to do so in conjrmction with the
President and the Program Committee.
B. Articles/Bylaws Statements
1. There are no Articles and Bylaws statements concerning the Local Arrangements Committee.

C. Composition
1. Members of Local Arranga:nmts committee are selected by the Local Arrangements chair and are generally
located in close geographic proximity to the site of the meeting for -which the committee serves as host.

D. Responsibilities
1. Annual chapter meeting and educational institute
a . Dates
(1) The Annual Chapter Meeting is held on.Thursday evening through Saturday noon nearApril 1, but
should probably occur no earlier than mid-March and no later than mid-April.
(2) The educational institute occurs on Thursday morning and afternoon.
(3) The date can be adjusted earlier or later if "low season" hotel rates are a consideration.
( 4) The meeting should not be held over the Easter or Passover weekend.
(5) The Local Arrangements chair should consult with the President v.hen choosing the date for an
upcoming meeting.
b . Hotel/Conference Facilities
( 1) Factors to consider when choosing a hotel
(a) General quality and location of hotel
(b) Room rates
(c) Meeting facilities
i) Capacity for each room depending upon set-up
ii) Available space for registration desk
iii) Exhibitor facilities
iv) Possibility of having coffee breaks near exhibits
(d) Type of conference services available and v.hat is included
i) E .g. lecterns, microphones, a/v and computer equipment, speaker name tents, signage
outside meeting rooms, ice water for speaker tables, tables, table skirts, electrical outlets,
telephone or computer lines for exhibitors
(e) Availability of shuttle between airport and hotel, shuttle availability to other events
(f) Number of free rooms for speakers (typically one free room for every 50 paid)
(g) Prices and menus for meals or breaks
(h) Parking availability and rates
(i) Deadlines - room setups, a/v requirements, menu selection, meal number guarantees
(j) Availability of site manager during the meeting
(2) Room details
(a) Lodging rooms
i) Reserve more rooms than traditionally needed and release 2-3 weeks before the meeting
depending upon the contract with the hotel
ii) Wednesday night- 40 rooms
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iii) Thursday & Friday nights - 100 rooms
iv) Saturday night - 60 rooms
v) Ifthe host city is an extremely attractive tourist destination, these numbers may be adjusted
updward.
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(b) Meeting rooms
i) Large banquet room for meals
ii) Room for exhibits with adjacmt space for breaks (may be placed inside the banquet room)
iii) Sufficiwt rooms for 2-3 concurrwt meetings- 30-40 capacity
a) Recent educational programs have scheduled 2 concurrwt programs, occasionallythree
are scheduled
(3)
(4)
(5)
( 6)

C.

Visit the hotel when it is hosting a conference to get a feel for the service and ambience.
Set lodging room fees at time of selecting hotel.
If contract is required by hotel, send to President for signature
Request brochures for distribution during prerooing chapter meetings and registration forms and
brochures for inclusion in the preHminary maj)jng

Budget
( 1) In conjl.lllction with the Program Committee and the President, the committee determines the
Registration fee for the meeting.
(a) It is SEAALL policy to set the registration fee at a level sufficiwt to cover all expenses.
(b) It is SEAALL policy to include as many meal fimctions as possible in the registration fee.
(c) It is SEAALL policy to keep registration fees as low as possible in order to keep the meeting
affordable for all members.
(2) The committee develops a budget for approval by the Executive Committee. Meeting income should
equal or exceed meeting expenses.
(3) Recent annual chapter meetings have attracted 100 to 125 paid registrations.
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(4) Essential meeting expenses include:
(a) Registration expenses
i) Printing of preliminary and final program
ii) Mailing of preliminary program
iii) Badges and badge holders
(b) Program related expenses
i) Audiovisual needs, computers, telephone lines, signage
ii) Expenses of Non-SEAALL member speakers (see Chapter reimbursement policies in
Appendix)
(c) Meals
i) Breakfast (Friday & Saturday), Ll.lllch (Friday), Coffee breaks (Friday a.m ., p.m., Saturday
a .m .), Opening reception (Thursday)
ii) Social evwt (Friday evening)
a) may or may not include dinner
iii) Transportation costs if an evwt is not within walking distance, including driver tips
iv) Bartender services and temporary liquor license, if needed.
v) Music (if desired), security guards (if required), cleaning services
· vi) Tax and gratuities
3.5 2
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(5) Regular budget reports are made to the Executive Committee during the planning process.
( 6) It is likely thata there will be m:iant:i.cipated expenses v.bich should be factored into the budget. Any
egregious mianticipated expenses or cost overruns must be reported to the Executive Committee
immediately.
(7) Treasurer
(a) All financial activities should be submitted to the committee chair \WO will forward them to
Treasurer.
(b) Provide the Treasurer with a cover memo detailing the source of funds for deposit or the
services/materials that are the subject of an invoice.
(c) If cash transactions (i.e., tips) occur, it may be necessary to prepare a receipt to be signed by
the recipient of the cash.
(d) Determine v.bich vendors will require payment at the time of the event and notify the Treasurer
so that the chapter checkbook can be brought to the event.
d. Vendor Relationships
(I) Exhibitors
(a) It is the responsibility of the Local Arrangements Committee to solicit and obtain exhibitors for
the annual ch.apter meeting.
(b) Local companies with a sales interest in law libraries, as well as local reps of national
companies are good target exhibitors.
(c) Initial contact should be made by the Local Arrangements chair or a member of the committee
in the summer or fall precrong the annual meeting in order to be sure to get into the marketing
budget of the target vendor.
(d) Exhibit hours are generally 8 a.m. to 5 p .m. on Friday and 8 a .m. to 12 p.m. on Saturday
morning. The room should be available for set up on Thursday afternoon and should have the
capability to be secured during the evening hours.
(e) Exhibitors fees have been set at $500 receotly. An exhibitor package includes one
complimentary set of meal/event ticket, an exhibit table and access to an electrical outlet.
(f) Additional equipment is the responsibility of the vendor. Note: Telephone lines are generally
requested. It is better for the exhibitor should make those arrangements directly with the hotel
as the costs can be direct billed to the vendor.
(g) A confirmation letter should be sent to the vendor requesting payment of the exhibit fee;
shipping instructions; deadlines for requesting special equipment or telecommunications needs
(if the committee is handling - alternatively a contact at the hotel/conference facility can be
provided); size of table or booth space available; exhibits schedule including set-up and
dismantle times.
(h) Exhibitors receive name badges on an alternate color paper and the same registration packet as
other registrants.
(2) Sponsorships
(a) The President will undertake the solicitation of other corporate sponsorships to nnderwrite the
costs of meals, social functions, attendee bags or other giveaways as determined in conjnnction
with the President and the Program Committee. The Local Arrangements Chair may assist with
the appeals if that seems more appropriate in any given year.
(b) This effort is independent from the efforts to attract exhibitors. Vendors \WO sponsor events
must also pay the exhibitor fees if they choose to exhibit.
(c) Contributors receive complimentary meal/function tickets at the following levels
i) For a contribution of $500- one set of tickets
3 .5 .3

SEMLL Handbook: Local Arrangemmts Committee

ii)
iii)
iv)
v)

For $501 - $1000 - two sets of tickets
For $1 ,001 - $2,000 - three sets of tickets
For $2,001 and more- four sets of tickets
Typically, only half of the complimentary tickets will be used.

(d) Acknowledgment of the contributions
i) In writing by letter, in the final program and in the Southeastern Law Librarian
ii) Orally at the business meeting and
iii) With the placement of signs at the sponsored meal or event
(e) If fim.d-raising efforts are successful, consult with the President and Program chair about
upgrading events or menus, or in the reduction of the registration fee.
e.

Publicity/Hospitality
(I) Precooing the meeting
(a) Collect brochures, pamphlets, etc. and the host hotel to be distributed at the chapter meetings
that precede your meeting.
(b) Maintain l\ booth in exhibit hall during the pre£rong annual meeting
(c) Conduct drawing or other activity to generate interest in the meeting if desired
(d) Ask the Local Arrangements Committee for the upcoming meeting if a table in the Exhibit area
is desired If so, provide the same information given to exhibitors on table size, shipping
address, set-up and dismantle dates, etc.
(e) Prepare three articles for Southeastern Law Librarian
i) Swnmer and Fall issues - see Chapter Calendar for deadline dates.
a) Discuss history and culture of host city and region
b) Discuss tourist attractions and any special events that may be occurring during the
meeting. Include URLs for any useful websites.
(f) In conjunction with Program Committee, prepare notice for the Continuing Education and
Chapter News colwnns of AALL Spectrum.
(g) Consider submitting annonncements to other chapter newsletters within the southeastern region
and to electronic listservs (law-lib, seaall-1, etc.)
(h) Communicate weather reports or last minute notices to attendees via email.
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(2) During the meeting
(a) Display brochures on local attractions at the registration desk or at a hospitality desk during the
meeting.
(b) Have a copy of local bus routes and schedules and a city map available.
(c) Consider staffing a hospitality desk during coffee breaks.

f.

Registration
(I) The Local Arrangements committee is responsible for producing and mailing the preliminary
program along with the hotel registration form.
(2) Preliminary Program - see Forms section of this Handbook and committee files for samples.
(a) Contents include:
i) Educational program listings with moderators, speakers and program descriptions as
provided by the Local Arrangements Committee.
ii) Educational program planned for the annual institute.
iii) Informative invitation letter from President, Program Committee Chair and Local
Arrrangements Chair
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iv) Directions to the meeting site ( driving, air and train transportation) including directions from
airport/train station to hotel and average cost of cab fare .
v) Registration schedule
vi) Meeting schedule including
a) Committee and Executive Board meetings
b) COSELL meetings
c) Law library tours
d) Mentor program gathering
e) Opening reception and description
f) Friday social event and description
g) Deadlines for receipt of registrations and hotel reservations
vii) Registration form - see Forms section of this Handbook and committee files for examples
a) Section I : Registrant name, affiliation, address, phone, fax, email address
b) Section 2: Membership status, first time attendee check box, vegetarian and/or kosher
meal preference, ADA accommodations request
c) Section 3: Registration fees with lines for amounts and totals
d) Section 4: Indicate programs to be attended
e) Deadlines fo:r mailing form( s) and address(es) for mailing
f) Form should include chapter Federal id number

viii)lnstitute registration form
a) may be included as a section of the main registration
(b) Consider placing all materials on chapter website
(3) Preliminary program packet
(a) Plan to mail the preliminary program via first class mail by February I or at least two full
months prior to the opening reception.
(b) Packet should include (many of these items will be printed in the preliminary program rather
than be a separate sheet)
i) Preliminary program
ii) Annual meeting registration form
iii) Institute information
iv) Hotel brochure and registration form
(c) Packet may include (some of these items may be printed in the preliminary program or may be
included in the Southeastern Law Librarian as time and printing budget permit.)
i) Mentor program registration form
ii) Placement registration form
iii) Saturday optional excursions (if planned)
iv) Library tour information (if planned)
( 4) The Local Arrangements committee receives registration fees from the attendees and prepares badges
(5) Name badges & ribbons
(a) Use standard word processing software to create name badges
(b) Include attendee name, library and city/state
(c) Obtain both "necklace" style and clip or pin style badge holders
(d) Use different colored paper for members, non-members, exhibitors, first time attendees (ribbons
maybe used)
3 5 .5

SEAALL Handbook: Local Arrangemmts Committee

(e) If the budget allows, obtain ribbons from local trophy shops
i) Speaker, Officer, Committee Chair, Program, Host, Exhibitor, Student, First time attendee
( 6) Registration Packets
(a) The following items can be placed in a presemation folder and included in a tote-bag or
portfolio, if a sponsor has been identified for this item (name badges and tickets should be kept
separate)
(b) Final program
i) Welcome letter from current chapter Presideot
ii) Lists of Local Arrangemmts Committee and Program Committee members
iii) Meeting schedule with room locations added
iv) Map of meeting room layout
v) Exhibitor list
vi) Contributor thanks
vii) Mentor Program activities information
viii)Placement activities information
ix) Educational offerings
a) Check with Program Committee for any last minute changes to educational program.
x) Ad for program cost W1derwriter (if appropriate)
( c)
(d)
(e)
(f)

Speaker biographies
List of registrants
Restaurant guide
Local map(s), city visitors guide or similar literature

(7) Registration Desk
(a) Suggested registration desk hours
i) 30 minutes prior to start of annual institute
ii) 4-5 hours before Opening Reception
iii) 1-2 hours on Friday morning
iv) Use hospitality desk and personnel for any additional needed registration hours.
(b) Staff desk with two persons, especially Thursday afternoon
i) One individual to hand out registration materials
ii) Second to answer questions, nm errands, give directions, etc.
(c)
(d)
(e)
(f)

Keep file of completed registration forms at registration desk to resolve and conflicts
Maintain a supply of blank registration forms for walk-in registrations.
Bring any extra meal/event tickets that might be available.
Have a receipt book for registrants who request receipts.

g . Evmts
(1) Meals
(a) Friday breakfast and h.mch, Saturday breakfast
(b) Meals should balance between too rich and too bland
(c) Breakfast buffets are recommended
( d) Consider local specialties for the hm.ch
(e) Dessert can be a budget dependeot item
(f) Maintain counts of registrants choosing vegetarian options.
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(g) When giving cotmts to hotel, add additional vegwu:ian plates in the event speakers or exhibitors
have a vegetarian preference.
(2) Opening Reception
(a) Food and drink are more important factors than setting and entertainment.
(b) Balance plain meat and rolls, vegetables and other vegetarian items and fancier foods .
(c) Lighter menus are acceptable if restaurants are within easy walking distance.
(d) Alcohol is available through use of a cash bar
i) If ftm.d-raising has been successful, consider serving only beer and wine l.Dlder corporate
sponsorship
ii) Alternatively, may offer a ticket for one free drink.
(e) Estimate 100/o of total attendance (registrants, speakers, vendor reps) will be no-shows

(3) Friday evening event
(a) This is an optional event if the budget allows
(b) Traditionally, it is an opportunity for the host area to choose entertainment or surrmmdings that
are special to the area.
(c) If planning an event away from the hotel, consider the impact on transportation costs and
scheduling.
(d) If planning a reception with no dinner, consider whether you need to rent tables and chairs.
(e) Estimate 5-100/o of total attendance (registrants, speakers, vendor reps) will be no shows.
(t) This event has typically been heavily subsidized by a contributor.
(4) Saturday afternoon/evening event
(a) Optional activities may be scheduled
(b) Possibilities include arranging for local tour companies to offer city tours, tours of local
l.Dliversity campuses, group attendance at any special events that may be occurring
(c) Depending upon the inclination ofthe committee, these events may be self-serve bythe registrant
or the committee may choose to purchase tickets in advance and manage the process of
transporting attendees to these events.
(5) Library Tours
(a) If desired, schedule on Thursday after the Institute and prior to the opening reception or
Saturday following the educational programs.
(b) Include a mix of law libraries - firm, court, co\.Dlty and academic.
(c) Watch for scl:ieduJing conflicts with academic law libraries and COSELL meetings.
(d) Include information on the tours in the preliminary program.
(e) Designate a committee member as chaperone and tour guide.
(6) Tickets
(a) Prepare multi-colored tickets that include the name of the meal or event, the date, hours and
locatioo.for each event that requires an accurate head count; alternatively purchase multi-colored
' Admit One' coupons.
(b) Volunteers may collect the ticket at the door of the room, the door of the bus or the hotel may
choose to collect while serving the meal.
(c) 'Extra' meal tickets may be sold to accompanying spouses or friends, as well as to day and
student registrants, if available.
(d) Price these tickets at the actual cost of the meal
(e) Attach these tickets to the registrant' s regular tickets before on-site registration.
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(t) Last minute purchases can be made within reason - there will likely be no-shows to balance the
extra ticket. sales.
h . Transportation
(I) Determine if hotel offers van shuttle from airport and provide this information in the preliminary
program
(2) Determine average taxi fare from hotel and provide this information in the preliminary program
(3) Utilize free hotel vans \Wenever possible for other events
(4) When hiring bus transportation, reserve at least 3 months in advance of the meeting. Make
adjustment to reservations 2-3 weeks prior to the event 'Ml.en final attendance munbers are kno\t,11.
( 5) If transportation is not provided, consider the need to reimburse taxi fare for anyone not able to walk
the required distance.
1.

Audiovisual Equipment
(1) Programs
(a) See audiovisual section wder Programming below
(2) Meals
(a) Microphones at head table
(3) Internet. Room
(a) Current chapter policy is that such a room will not be provided
(b) A local law school may be asked to assist by providing access to their computer lab.

J.

Corollary activities
( 1) Mentor Program
(a) Consult with Membership Committee regarding plans for the program
(b) Space may be needed for a gathering prior to the Opening Reception.
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(2) First- time attendees - may or may not be participating in the Mentor Program.
(a) Coordinate activities with Membership Committee
(b) Prepare name badges on alternate color paper or use a ribbon
(c) Include a line on registration form to registrant to indicate they are a first-time member
(d) Maintain list of first timers and notify the Membership Committee.
(3) SEAALL Executive Board and Committee Meetings
(a) Consult the President regarding schedule and length.
(4) COSELL Meetings
(a) Consult with COSELL Chair regarding schedule and length.
(5) Placement Committee Activities
(a) Consult with Placement Committee chair regarding planned activities.
(b) Include relevant information in the pre1iminary and final programs
(c) Provide space in the Exhibit Hall or other more secure place if desired

k.

Programming
(1) Generally
(a) Programming for the annual chapter meeting and annual educational institute is the
responsibility of the Program Committee.
(b) Local Arrangements may be asked to suggest possible local speakers.
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(c) Toe meeting schedule (length of program sessions, etc.) should be negotiated between the
Program Committee and Local Arrangements.
(d) Program Committee provides content for the preliminary and final program.
(e) Program Committee collects speaker a/v needs and submits to Local Arrangements Committee
for reservation with a/v provider by the established deadline.
(f) Program Commitee collects and prepares camera-ready speaker biographies and provides to
Local Arrangements by established deadline for inclusion in registration packet.
(g) Local Arrangements notifies Program Committee of numbers of registrants who will attend each
program session so that Speakers can prepare appropriate numbers of handouts.

(2) Speakers
(a) Consult with Program Committee regarding guest speakers
(b) AALL Board Member visitor should be included in this group.
(c) Notify hotel of rooms and dates needed for guest speakers and that those rooms are to be billed
to the chapter master account (if they are not complimentary).
(d) Mail hotel confirmations to the guests.
(e) The Program Committee will provide a copy of the chapter reimbursement policy.
i) Parking, travel to and from home airport, meals other than those provided during the
meeting, transportation
ii) Per diem of $50 per day, with no more than $25 for any single meal.
(f) Make arrangements for a member of the Local Arrangements Committee to meet the speakers
and AALL guest at the airport.
(g) Upon arrival at the hotel, provide speakers with name badge and registration packet.
(3) Audiovisual needs
(a) Local Arrangements provides Program Committee with a listing of available a/v equipment.
(b) Due to the potential lack of appropriate software, speakers should supply their m.w computers.
(c) Before offering live internet access, the costs of such access (including any cost per call) should
be explored and communicated to the Program Committee.
(d) Program Committee distributes the a/v information to the speakers and compiles the needs it for
the Local Arrangements Committee
(e) Sources of a/v equipment include local law libraries (if distance to the conference facility
permits), the hotel's recommended/required a/v vendor, or other local options.
(f) Arrangements should be made to have a tedmology "expert" on call during the meeting. This
may be a member of the committee, a local volunteer or a representative from the a/v vendor.
(g) Due to the possibility of amended tedmology needs, it is advisable to re-confirm with speakers
a couple of weeks before the meeting.
(h) Room assignments may be dictated by the most efficient use of a/v equipment.
( 4) Room Monitors
(a) Volunteers should be recruited to monitor each meeting room to address such issues as a need
for additional chairs, audio visual or equipment problems, climate control in the room.
2.

Committee meetings
a . The first local arrangements committee meeting may be held as much as 2 years before the annual
chapter meeting.
b . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed.
c . Minutes will be recorded for each conference call and meeting.
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cl If significant committee business occurs via email, copies of significant messages should be maintained
e.

f.

in print for committee files
The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.
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E. Relationship to SEAALL Officers or Other Committees
1. Presidmt
a . Consults in regard to choice of date for annual meeting.
b . Consults regarding any contracts
c . Participates in budget preparation.
d. Participates in fimd raising activities.
2. Treasurer
a . Handles all fimds generated or ex:pmded during the annual meeting. No separate bank accounts are
created.
3. Membership Committee
a . Coordinates the Mentor Program activities during the annual chapter meeting.
4 . Newsletter/Public Relations Committee
a . Receives and prints copy about the annual meeting.
b . May assist with publicity if requested and time allows.

5. Program Committee
a . Offer to assist with choice of a theme that may be reflective of the locale.
b . Provide a committee liaison to assist with locating local speakers.
c. Manage hotel arrangements for guest speakers
cl Manage a/v requests of guest speakers
6 . Archivist
a . Receives old Local Arrangements files.
b . Provides additional samples ofmaterials (other than those fol.Dld in the current committee files) ifdesired.
7. Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
8. Membership Database Manager
a . The Committee request.c:i mailing labels to be used io mailing the preliminary program.
9. Web Master
a . Th.e Committee works with the Web Master to load the preliminary progr~ on the chapter web site.

F. Reimbursement of Committee Expenses
1. Reimbursement: procedure
2. Ordinary Expmses
a. Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
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3. Budgeted Expenses
a . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explainmg the reimbursement sought and including any receipts or supporting documentation. cREv1s ED
4/99)

4. Expenses Not Previously Budgeted

a . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explainmg the reason for the request and any supporting documentation. cR Ev1sEo 4/9 9 l
G. Chapter Records
1. Receive from immediate past chair
a . Previous three years of Local Arrangements files
b . Budgets, preliminary and final programs, restaurant guides, etc.

2. Collect during term
a . Items enumerated above.
3. Convey to successor/Archives
a . Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
Two ( or more) years before Annual Chapter Meeting
March

Incoming Chair receives copy of Chapter Handbook from Handbook Editor (or whenever the site
is chosen.

April

Choose and book hotel space.

Year preceding the Annual Chapter Meeting

Note: Many of these events may be accomplished much earlier in. the planning process. Should the meeting
be scheduled in March, the dates must be adjusted backwards in ti.me. These dates
are the absolute last moment dates.
March/
April

Chair attends Executive Committee meeting during annual chapter meeting, if invited by
President. (Attendance can be delegated.)
Chair attends annual chapter meeting and reports on committee activities during business meeting.
(Attendance and report can be delegated.)

April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.

May/
June

Develop program theme in consultation with President and Local Arrangements Chair.
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Prepare preliminary annual meeting and institute budget in conjrmction with President and Local
Arrangements Committee. - to be completed by September I .

.J
July

Chapter membership year begins.
Chair attends Executive Committee meeting during annual AALL meeting.
Chair attends annual chapter business meeting and reports on connnittee activities. (Attendance and
report can be delegated.)
Budget for annual chapter meeting and institute established by July 31.

Contact most recent past Local Arrangements Chair to discuss any planning issues.
August

Submit meeting annormcemem to "Continuing Education" and "Chapter News" column of AALL
Spectrum in coordination with President and Program Committee Chair.
Finalize budget for annual chapter meeting and institute by July 31 .
Prepare article for Southeastern Law Librarian about the history, culture and activities of the host
city
Block out program and preliminary sd:ledule for activities in conjrmction with President and Program
connnittee
Investigate options and costs for opening reception and Friday night social event
Seek for recommendations for caterers, particularly from sites where events may be held
Consult with President regarding coiporate sponsors for meals, breaks, events.

September Book the space and transportation (if needed) for Opening Reception and other social events.
October
Consult with 2-3 caterers (if events are sd:leduled outside the hotel).
Solicit exhibitors, including gm.era! information and Exhibitor registration form. Be sure to
coordinate with President's solicitation of sponsorships.
Prepare second article for Southeastern Law Librarian on the host city and area tourist sites.
Receive preliminary program copy from Program Committee.

November/ Contact local law libraries regarding their interest in being included on tours.
December
Decide whether to offer optional events for Saturday afternoon or evening.
Program Committee provides list of speakers who are authorized to have expenses reimbursed.-(also to Treasurer)
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Confirm caterer(s).
Follow-up with vendors about exhibiting via mail or phone.
Request hotel brochures and registration forms to include in preliminary mailing . (Membership +
200/4)
Request President and Program Committee Chair to write introduction for preliminary program.

January

Finalize schedule for institute, SEAALL and COSELL Board and Committee meetings, local law
libraries tours, programs, coffee breaks, meals and other events.
Handbook modifications due to editor two months prior to annual chapter meeting
Prepare Annual Meeting Registration form.
Prepare preliminary program mailing and fax to Executive Committee for approval.
Acquire mailing labels from Membership Database Coordinator.
Print and copy preliminary program. (Membership + 200/4)
Mail preliminary program, hotel and meeting registration forms by first class mail at least two
months prior to the annual meeting.
Coordinate contact with guest speakers and AALL official visitor among the Program Committee
and the President.
Receive final program information from Program Committee.

February

Provide list of new members registered for annual chapter meeting to Membership Committee chair.

Expense/revenue reports due to the Presdimt one month prior to the annual chapter meeting.
Send aclmowledgmmt to Exhibitors, include hotel shipping address and confirm needs for Exhibit
area (tables, a/v, etc)
Forward checks to Treasurer weekly for deposit.
Make hotel reservations for guest speakers.
Acquire registration supplies (name badges, folders, receipt book, etc.)
Order name badge ribbons if desired
Prepare local restaurant guide and hotel/conference cmter area map
Prepare "tickets" for evmts (meals, etc. for which the hotel/caterer will want a cot.mt)
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Confirm speaker a/v needs with program committee and speaker.

If budget allows, order musical entertainment and/or flowers for events.

March

.__,,-I

Receive Speaker Biographies from Program Committee Chair.
When processing registrations, track first time attendees, vegetarian meal requests, extra meal and/or
event ticket purchases, institute registrations.
Det.ermine room assignments for programs.
Prepare final program

Print final program, speaker biographies, restaurant guide and maps (registration + 100/o)
After registration deaclline, submit counts for each program anticipated attendance to Program
Commitee Chair
Prepare any signs not being taken care of by the conference facility.
Prepare schedule for registration desk and recruit volunteers.
Recruit volunteers to transport guest speakers to and from airport.

Confirm specific times and av needs with conference facility

Contact exhibitors/sponsors regarding attendees names, prepare badges.

.__I

Begin preparation of registrant name badges.

Onew~k~funAnnualMeeting
Complete registrant name badges.
Prepare a list of registrants and list of exhibitors, have copies made (registration + 100/o)
Give caterer(s) final head counts for meals, including vegetarian requests
Prepare written instructions for Registration Desk volunteers.
Stuff registration packets.

ApriV
May

Review invoices from hotel and other service providers; forward to Treasurer.
Prepare financial statement including income, expenses and profit or loss; send to President
Write annual report for Committee; send to President
Review SEAALL Handbook; suggest revisions

3 5 14
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Prepare and deliver files to next Local Arrangements Chair and/or SEAALL Archives within one
month follomng armual chapter meeting, but no later than May 15.

L Relevant Chapter Forms £REVISED 4/991
1. Atmual Committee Report
2. Reimbursement memo
3. Budget report
4. Atmual chapter meeting registration form
5. Atmual chapter meeting preliminary program
6. Atmual chapter meeting budget
7. Institute registration form
8. Form to submit registration fees to Treasurer.

3 .5 15
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Membership Committee
A. Committee Charge
1. The Membership Committee will promote chapter membership and vitality within the southeastern region,
will maintain and distribute an biannual Membership Directory, and will coordinate activities which
spotlight new members, retiring members and the organization.

B. Articles/Bylaws Statements
1. There shall be the following standing committees: . .. (2) Membership ... (Articles, Art. VHl)
2. The president. shall appoint all members of the standing c.ommittees. (Articles, Art. VHl)
3. The Chapter may at any regular meeting by a vote of two thirds of those present elect to life membership

4.

those who have been members of the Chapter for at least 10 years, who have reached the age of fifty-five
years, tmless retirement was due to health reasons, have retired from full-time active library work, and have
a record of substantial service to the chapter. CREv1sED Ju LY I 9981 (Bylaws, Art. I, Sec. /)
The Chapter may at any regular meeting by a vote of two thirds of those present elect non-members as
honorary members. (Bylaws, Art. I, Sec. 1)

C. Composition
1. Prior to the annual business meeting, the incoming President. will appoint the Committee Chair from the
committee membership of the previous year.
2. For most efficient fimctioning, this committee needs a member from each state and Puerto Rico.
3. Committee members will be appointed by the President. from those of the general membership who express
an interest on the Committee Preference Form.
4 . The incoming President. may also solicit other individuals for committee membership, if necessary.
5. Committee members will be appointed to two year terms to provide continuity for the committee.
6. The incoming President. will attempt to balance geographical and type oflibrary considerations to the extent
possible.

J

D. Responsibilities
1.

Solicitation of new members
a . Send membership information to potential members upon request as part of a membership solicitation
campaign.
b . Distribute copies of membership brochure when appropriate or requested.
c. Coordinate membership solicitation activities by individual members (e.g. members teaching law
librarianship classes, appearances at career days, etc.)
d Organize chapter table in Activities Area of AALL annual meeting.

2.

Welcomenewmembers. CREv1sED 4/991
( 1) There will generally not be an overwhelming number of new members in any given year. Most will
come during the annual dues paying process as institutional members substitute new members for
those who have departed.
(2) Committee will receive a copy of any dues notices that indicates a new member or any completed
new member brochure from the Treasurer.
(3) The committee will send a letter welcoming the new member to the chapter.
(a) Provide information on when to expect the next issue of the Southeastern Law Librarian
(b) Provide information about upcoming chapter events, e .g. next annual chapter meeting, next
annual business meeting
( c) Solicit biographical information for "SEAALL Briefs" colunm in Southeastern Law Librarian.
3.6 .1
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(4) To assist with this process, the Membership Database manager will provide the committee with a
copy of a current membership list in April and in September.
3.

SEAALL membership brochure.
( 1) Update as needed in coordination with Newsletter/Public Relatioos Committee for consistency with
other SEAALL publications.

4.

Mentor Program
a. Publicize program in Southeastern Law Librarian and in program mailing.
b . Solicit current members to serve as mentors.
c. Coordinate with the Local Arrangements committee for name badges to be marked designating new
members.
d. Coordinate with Local Arrangements committee for name badges at annual meeting to be marked for
mentors and memees.
e. Coordinate initial meeting of mentors and memees
f. Acknowledge and welcome new members during annual chapter meeting and annual chapter business
meeting.

5.

Member maintenance
a . Recognition of retiring members
(1) Letters of recognition
(2) Recognition by Presidem during annual chapter meeting.
b . Recognition of deceased members
(1) Announcement. in Southeastern Law Librarian
(2) Forward names to AALL Executive Director, if also an AALL member.
c. Membership Retention
( 1) Coordinate campaign to encourage non-renewing members to renew.
(2) Obtain list of non-renewing members from membership database manager. [ADDED

4/9 9 J

6.

Membership Directory
a . Produce and distribute the bier:mial membership directory and odd numbered years.
b . Obtain current paid membership list from Treasurer and/or Membership Database Manager
c. Coordinate production with Membership Directory Editor and Newsletter/Public Relations Committee.

7.

Life Members Editor's Note: The life membership guidelines in the bylaws were amended in 1998. A
procedure for consideration of life members is under development -

8.

Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97)
a. Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing Presidem of totals prior to the annual chapter meeting.

9.

Handbook
a . The committee will review the committee procedures set out in the Chapter Handbook annually,
suggesting modifications to the Handbook Edi.tor and, if necessary, to the Executive Committee.

10. Reporting _[REVISED

4/99)

3.6.2
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a . The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.
11 . M ~
a . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. [REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files . [REVISED 4/99)
d The Committee Chair or a designee will attend them~ of the Executive Committee if requested
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Presidmt
a. The committee will forward the names of retired and deceased members to the Presidmt.
b . The committee will coordinate the recognition of new, retired and deceased members at chapter meetings
with the Presidmt.
2.

Treasurer
a. The Treasurer will provide the committee with new member information.
b . The committee will work with the Treasurer to determine current membership roles for preparation of
the Membership Directory.

3.

Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.

4.

Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriateforthe SEAALLweb site. £ADDED 3/981

5.

Membership Database/Directory Editor
a . The committee will coordinate the production of the Membership Directory with the Editor.
b . The editor will provide membership mailing labels \\hen needed and \\hen~ mailing is approved by the
Executive Committee.
c. The editor will provide a copy of the membership list in April and September each year. £ADDED 4/99 J

6.

Newsletter/Public Relations Committee
a . The committees will coordinate the maintenance and updating of the membership brochure.
b . The committees will coordinate the production of the Membership Directory.
c. The Membership Committee will provide biographical information on new members for the "SEAALL
Briefs" colunm. Consult the most recent issue of the Southeastern Law Librarian for copy deadlines.

7.

Local Arrangements Committee
a. The committee will coordinate the activities of the Mentor Program with the Local Arrangements
Committee.

3.6.3
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8.

Program
a . The committee may work with the Program Committee to develop program proposals relevant to the
charge of the Membership Committee.

9.

Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed

F. Reimbursement of Committee Expenses
1. Ordinary Expmses
a . Ordinary expmses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. £REVISED 4/991

2.

Budgeted Expmses
a . The chapter will reimburse the costs of any mass membership malling when approved by the Executive
Committee.
b. The chapter will reimburse the production costs for a revised membership brochure when revision is
required and approved by the Executive Committee.
c. The chapter will reimburse the cost of production and mailing of the biennial Membership Directory.
d. Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explalning the reimbursement sought and including any receipts or supporting documentation. cR Ev1s ED

3.

Expenses Not Previously Budgeted
a . Should the committee tmdertake projects which may require reimbursem~ and which have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to tmdertaking the activity.
b . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explalning the reason for the request and any supporting documentation. cR Ev1sED 4/9 9 J
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

4/99)

G. Chapter Records
1. Receive from immediate past chair
a. Committee files for the previous three years
(1) Membership Committee reports.
(2) Minutes of committee meetings and conference calls.
b . Copies of any project files for the previous three years.
c. Stock of membership brochures

2:

Collect during term
a. Items enumerated above.

3.

Convey to successor/Archives
a . Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
March/
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)

3.6.4
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Outgoing Chair reports on committee activities at annual chapter P1eeting. (Report can be
delegated.)

J

Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy Chapter Handbook from Handbook Editor
Receive copy of membership list from Membership Database manager
April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.
Organize staffing and activities for chapter table in Activities Area of AALL annual meeting.

July

Chapter membership year begins
Chair attm.ds Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)

J
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)
September Receive updated copy of membership list from Membership Database manager.
October/
November Forward Mentor Vohmteer form to Local Arrangements Committee Chair for annual chapter
meeting mailing [ADDED 3/9 8 l
January/
February

Handbook modifications due to editor two months prior to annual chapter meeting
lREv1sED

4/991

February/ Chair prepares committee report. Report is due to President one month prior to annual chapter
March
meeting.
Submit list of retired and deceased members to President.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.

Incoming Chair receives preliminary list of committee members from incoming President.

3.6.5
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Receive list of new members registered to attend SEAALL meeting from Local Arrangements
Committee for mentor program.
April/

May

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

L Relevant Chapter Forms
1.
2.
3.
4.
5.
6.
7.
8.
9.

CREv1sEo 3/981

Armual Committee Report
Reimbursement memo
Welcome letter -- (Editor 's Note: pending)
Potential member letter -- (Editor's Note: pending)
Retiring member letter -- (Editor's Note: pending)
Former member letter -- (Editor 's Note: pending)
Membership brochure/application form
Budget report
Meotor/meotee voh.mteer form -- (Editor's Note: pending)

3.6.6
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Newsletter/Public Relations Committee
A. Committee Charge
1. The Committee publishes the Southeastern Law Librarian four times per year. The newsletter includes
information of interest to members, such as committee reports, reports of the activities of members and
articles related to the work of members. The committee informs the legal and library commw:rities, and other
pertinent audiences, about law libraries and law librarianship, particularly the activities of the chapter and
its members.
B. Articles/Bylaws Statements
1. There shall be the following standing committees: . .. (7) Newsletter and Public Relations (Articles, Art.
VIJJ) [REVISED ANNUAL MEETING - 4/ I 8/97]
2. The president shall appoint all members of the standing committees. (Articles, Art. VIIJ)
C. Composition
1. The chair of this committee typically serves a minimum of two years.
2. Upon notification that the current chair wishes to step down, the incoming President will appoint a new
committee chair from the committee membership of the previous year prior to the annual chapter meeting.
3. Committee members will be appointed by the President from those of the general membership vvho express
an interest on the Committee Preference Form.
4 . The incoming President may also solicit other individuals for committee membership, if necessary.
5. Committee members will be appointed to two year terms to provide continuity for the committee.
6. The incoming President will attempt to balance geographical and type of library considerations to the ext.mt
possible.
7. Once Committee members are appointed, the following positions within the committee should be established:
production manager, advertising manager, public relations coordinator, and SEAALL Briefs coordinator.

__)

D. Responsibilities
1. Producing the Southeastern Law Librarian
a. Four issues per year are produced, approximately quarterly, with the schedule adjusted as needed to
respond to the needs of the chapter and the Newsletter/Public Relations committee.
b. If it is necessary to deviate from the standard schedule set out in this Handbook, the O:tair will alert the
Executive Committee, all committee chairs and the membership to the change as soon as possible.
c. All issues include the following sections
(1) "SEAALL Briefs", a column of annmmcements of member activities
(2) "From the President"
(3) "Editor's Note"
(4) Listing of current officers
(5) Quarterly Financial Statement
(6) Calendar of Events
(7) Internet Comer
(8) Meet the Members

d

Specific issues include the following sections
(1) Committee memberships (Summer)
(2) Annonncements about annual chapter business meeting and reception during AALL (Summer)
(3) Minutes of chapter business meetings (Summer - annual chapter meeting; Fall - annual chapter
business meeting)

3.7.1
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(4) Reports written-by Elliott Scholarship winners (Summer, Fall, or Winter)
(5) Arm01mcement of Service to SEAALL Award winner (Summer)
(6) Dues reminder (Summer)
(7) Application for Lucile Elliott Scholarship (Fall)
(8) Solicitation of officer nominees (Summer)
(9) Volume index (Fall/Winter)
(10)
Slate of candidates for upcoming election (Winter)
(11)
Membership Directory (Wmter - bia:mial)
(12)
Program information about annual chapter meeting (Winter and/or Spring)
(13)
Solicitation of Service to SEAALL Award nominees (Wmter and Spring)
(14)
Armonncement of Lucile Elliott Scholarship winners (Spring)
(15)
Committee Volunteer form (Wmter)

2.

e.

Other content
(1) Substantive articles by members
(2) Proposedamenchnents to Articles and Bylaws (iftime allows: Wmterissuefor vote at annual chapter
meeting, Spring issue for vote at annual chapter business meeting)
(3) Armual committee reports (as space allows)
(4) AALL annonncements (as space allows)

f.

Distribution
(I) The Southeastern Law Librarian is distributed to presidents and newsletter editors of other AALL
chapters (as long as the chapter budget can support this distribution).
(2) Two copies are sent to the Chapter Archives (in addition to the Archive holder's personal copy).
(3) Copies are sent to each library school in the southeastern region.
(4) Copies are distributed to current and potential advertisers (as stock is available).

Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97)
a. Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.

3. Handbook
a . The committee will review the committee procedures set out in the Chapter Handbook, suggesting
modifications to the Handbook Editor and, if necessary, to the Executive Committee.
4. Reporting lREv1sED 4/991
a . The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.
5. Meetings
a . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. [REVISED 4/~91
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files. [REVISED 4/99)
cl The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business m ~ , reporting on committee
activities as necessary.
3.7.2
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E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. President
a. Prepares "President's Column" for each issue of the Southeastern Law Librarian.
2. Secretary
a. Prepares minutes of chapter business meeting for appropriate issues ofthe Southeastern Law Librarian.
b . Submits proposed amenchneats to Articles and Bylaws (if time permits).
3. Treasurer
a. Prepares financial report for each newsletter issue.
4. Handbook Editor
a. The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
5. Membership Database/Directory Editor
a. Coordinate the production of the Membership Directory with the Editor [along with the Membership
Committee].
b . Provides mailing labels for each issue.
6. Articles and Bylaws Committee
a. Prepares information on proposed amenchneats (if time permits before balloting).
7. Education/Publications Committee
a. Coordinate vendor support for publication projects to pursue/not pursue newsletter advertisers.
b . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. CADDED 3/9 a J

.__)

8. Membership Committee
a. Prepares information on Manor program in anticipation of annual chapter meeting.
b . Prepares annmmcemeats of retired and deceased members.
c. Prepares information on new members for the "SEAALL Briefs" column.
d Coordinate production of membership brochure for consistency of style, etc.
e. Coordinate production of Membership directory [along with the Membership Database/Directory
Editor].
9. Nominating Committee
a. Prepares information on candidates (if time permits before balloting)
10. Program Committee
a. Prepares information on annual educational program and institute.
b . Newsletter/Public Relations Committee may provide assistance with publicity of an educational program
and institute.
11 . Scholarship Committee
a. Prepares article outlining guidelines and soliciting applications and application for Lucile Elliott
Scholarship
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b . Ensures that scholarship recipients prepare articles.
12. Service to SEAALL Committee
a . Prepares information on the solicitation of nominees for and granting of the Service to SEAALL award
13 . Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed.

F. Reimbursement of Committee Expenses
1. Ordinary Expenses
a. Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
2. BudgetedExpenses
a . The chapter will reimburse the cost of productioo ofthe Southeastern Law Librarian, including printing
and mailing costs.
b . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. cREv1s ED
4/99)

c.

Specific arrangements for the payment of newsletter expenses will be subject to local needs.

[ADDED

3/98)

3. Expenses Not Previously Budgeted
a. Should the committee Wldertake projects \Wich may require reimbursement and \Wich have not hew
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to W1dertaking the activity.
b . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. CREv1s ED 4/99 J
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years
(1) Newsletter/Public Relations Committee reports.
(2) Minutes of committee meetings and conference calls.
(3) Details on current advertisers
b . Copies of any project files for the previous three years.
c. Back stock of Southeastern Law Librarian issues
2. Collect during term
a . Items enumerated above.
3. Convey to successor/Archives
a . Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
March/
3.7.4
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April

President. (Atttndance can be delegated)

.J
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair assumes committee responsibility at the tnd of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Olapter Handbook from Handbook Editor.

April

Chapter fiscal year begins

April/

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.

May

Chair receives final list of committee members and any special assignmmts from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
Chair attwds Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/ Handbook modifications due to editor two months prior to annual chapter meeting
February [REVISED 4/99)
February/ Chair prepares committee report. Report is due to President one month prior to annual chapter
March

meeting.
Expense/revtnue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.
Incoming Chair receives preliminary list of committee members from incoming President.

April/
May

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

I. Relevant Chapter Forms

£REVISED

3/981

1. Annual Committee Report
2. Reimbursement memo

3.7.5
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3. Budget report
4. Advertising invoice

3.7.6
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Nominating Committee
A. Committee Charge
1. The Nominating Committee is responsible for preparing the annual slate of candidates for chapter offices.
The committee shall endeavor to present a balanced slate of candidates with regard to geography, type-oflibrary, areas ofprofessional expertise, and personal characteristics such as gender and etlmic heritage. The
committee shall encourage all members to submit suggestions for well-qualified candidates.
B. Ar1icles/Bylaws Statements
1. Th.ere shall be the following standing committees: . . . (3) Nominating (Articles, Art. VIII)
2. The president shall appoint all members of the standing committees. (Articles, Art. VIII)
3. The president shall appoint a nominating committee who shall submit the names of the candidate or
candidates for each of the following offices by November 1 in the year which the officer is elected. VicePresident -- President Elect, Secretary, Treasurer. (Bylaws, Art. III)
4 . The Nominating Committee shall not submit, for election to the office of vice-president/president elect, the
name of any member who is not in good standing of the American Association of Law Libraries. (Bylaws,
Art. III)
5. Additional nominations may be made by any member by commmri.cating in writing such nomination to the
president. (Bylaws, Art. III)
6. The vice-president- president elect shall be elected ... each year. The secretary and a member-at-large shall
be ... each even numbered year. The treasurer and a member-at-large shall be elected .. . each odd-numbered
year. (Bylaws, Art. III) CREv1sED 4/991
C. Composition
1. Prior to the annual business meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
2. Maximum committee size is 5. It is essaitial that this committee have an odd number of members.
3. Committee members will be appointed by the President from those of the general membership who express
an interest on the Committee Preference Form.
4 . The incoming President may also solicit other individuals for committee membership, if necessary.
5. Committee members will be appointed to two year terms to provide continuity for the committee.
6. The incoming President will attempt to balance geographical and type oflibrary considerations to the extent
possible.
D. Responsibilities
1. Preparation of slate of candidates
a. Oiapter tradition has presented two candidates for each office. The committee, in consultation with the
Executive Committee, may choose to present one candidate for office.
b . The committee will solicit nominations from the membership by any available means, including
newsletter notices, chapter meetings and appropriate internet discussion lists.
c. Candidates for Vice-President/President-Elect will be presented every year.
d Candidates for Secretary and a Member at Large will be presented in each even-numbered year.
[REVISED

4/99)

e. Candi.dates for Treasurer and a Member at Large will be presented in each odd-mnnbered year. cR Ev1sED
4/99)

f. Contact potential candidates for consent to stand for office.
g . The completed slate will be presented to the Executive Committee for approval by November 1 and
annollllced by the committee chair to the membership shortly thereafter.

3.8.1
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h. The committee will obtain biographical information on the candidates using the SEAALL candidate
biographical information form and will forward that information to the Secretary for inclusion in the
ballot mailing
2.

Future Elections
a . The committee will maintain lists of potential candidates for use by future Nominating Committees.
b . The committee will create news articles, program proposals, etc. to encourage participation in the
election process.
c. The committee will maintain lists of all previous candidates for office.

3.

ChapterFinances[ADDED EXECUTIVE COMMITTEE MEETING - 4/17/97)
a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.

4.

Handbook
a. The committee will review the procedures set out in the Chapter Handbook, suggesting modifications
to the Handbook Edi.tor and, if necessary, to the Executive Committee.

5.

Reporting [REVISED 4/991
a. The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.

6.

Meetings
a . The committee is encouraged to meet during the annual chapter meeting, to cooduct committee business
via email and to hold conference calls as needed. [REVISED 4/99 J
b. Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files. [REVISED 4/99 l
d. The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Executive Committee
a . The committee will present the slate of candidates to the Executive Committee for approval.
2.

Secretary
a. The committee will provide the Secretary with the slate of candidates, along with biographical
information on each candidate.

3.

Handbook Edi.tor
a . The Handbook Edi.tor will provide a comprehensive list of former SEAALL officers and committee
chairs by distributing the Chapter History section of this Handbook.
b . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.

4.

Education/Publications Committee

3 .8.2
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a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. [ADDED 3/9 a 1
5.

Newsletter/Public Relations Committee
a. The committee will submit a solicitation for candidates and will annomice the slate of officers in the
appropriate issues of the Southeastern Law Librarian.
b . Consult the most recent issue of the Southeastern Law Librarian for copy deacDines.

6.

Program
a . The committee may work with the Program Committee to develop program proposals relevant to the
charge of the Placement Committee.

7.

Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed.

..._/

F. Reimbursement of Committee Expenses
1. Ordinary Expenses
a . Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
2.

Budgeted Expenses
a. Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. cR Ev1sED
4/99]

..J
3.

Expenses Not Previously Budgeted
a . Should the committee midertake projects \Wich may require reimbursement and \Wich have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to midertaking the activity.
b. Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. CR Ev1s ED 4/991
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1.

Receive from immediate past chair
a . Committee files for the previous three years including
(1) Nominating Committee reports.
(2) Minutes of committee meeting.s and conference calls.
(3) List of potential candidates for office.
( 4) List of all previous candidates.
b . Copies of any project files for the previous three years.

2.

Collect during term
a . Items enumerated above.

3.

Convey to successor/Archives
a . Items enumerated above.
3.8.3
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b . Older files and materials are to be sent to SEAALL archives.
H. Calendar of Responsibilities
March/
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.

Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Editor
April

Chapter fiscal year begins

April/
M.ay

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

October

Candidate nominees due from membership by October 15.

November Slate of candidates presented to President (by November 1).
January/
February

Handbook modifications due to editor two months prior to annual chapter meeting
lREv1sEo 4/991

February/ Chair prepares committee report. Report is due to President one month prior to annual chapter
March
meeting.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.

3.8.4
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Incoming Chair receives preliminary list of comnrittee members from incoming President.

J
April/
May

Outgoing Chair prepares and delivers files to incoming comnrittee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

I. Relevant Chapter Forms
1.
2.
3.
4.

[REVISED

3/98)

Annual Committee Report
Reimbursemart memo
Candidate biographical information form
Budget report

._,I

3.8.5
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Placement Committee
A. Committee Charge
1. The Placement Committee assists chapter members searching for new positions by communicating the
availability of new positions. The committee also responds to potential employers with information about
SEAALL members \\ho are interested in new employment opportunities and serves as liaison between
SEAALL members and prospective employers at the request of a SEAALL member.
B. Articles/Bylaws Statements
1. There shall be the following standing committees: . . . ( 4) Placement .. . (Articles, Art. VIll)
2. The president shall appoint all members of the standing committees. (Articles, Art. VIll)
C. Composition
1. Prior to the annual business meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
2. Maximwn committee size is 5.
3. Committee members will be appointed by the President from those of the general membership \\ho express
an interest on the Committee Preference Form.
4. The incoming President may also solicit other individuals for committee membership, if necessary.
5. Committee members will be appointed to two year terms to provide continuity for the committee.
6. The incoming President will attempt to balance geographical and type of library considerations to the e,ctmt
possible.

D. Responsibilities
1. Placement Assistance
a . The committee serves as a clearinghouse for librarians seeking positions and employers seeking to fill
positions by collecting reswnes of librarians and forwarding reswnes to interested employers.
b . These services may be advertised through various means, including newsletter notices, chapter meetings
and appropriate internet discussion lists.
2 . Internet Job Posting
a . The committee monitors a variety of internet listservs, posting relevant positions to the seaall-p
discussion list.

3. Placement activities during the annual chapter meeting
a. The committee wil develop placement services notices for distribution to the membership with the
preliminary program mailing. £ADDED 4/9 9 J
b . The committee will organize Placement binders with reswnes and jobs for use during the annual chapter
meeting.
4 . Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97]
a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.

5. Handbook
a . The committee will review the committee procedures set out in the Chapter Handbook, suggesting
modifications to the Handbook Editor and, if necessary, to the Executive Committee.

3.9.1
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6. Reporting

[REVISED

4/99)

a. The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.

.._)

7. Meetings
a. The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. [REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files . (REVISED 4/99]
d. The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
2. Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. £ADDED 3/9 al
3. Local Ammgements
a. The committee will coordinate Placement activities scheduled for the annual chapter meeting with the
Local Arrangements Committee.
b . The committee will produce placement activities forms for inclusion in the preliminary program

mailing

[ADDED

.__,I

4/99)

4 . Newsletter/Public Relations
a . The committee will develop copy describing the chapter's Placement Services. Consult the most rectnt
issue of the Southeastern Law Librarian for appropriate copy deadlines.
5. Program
a. The committee may work with the Program Committee to develop program proposals relevant to the
charge of the Placement Committee.
6. Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed

F. Reimbursement of Committee Expenses
1. Ordinary Expenses
a . Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. £REVISED 4/991
2. Budgeted Expenses

.J
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a . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. cR Ev1s ED
4/99)

3. Expenses Not Previously Budgeted
a. Should the committee nndertake projects ooich may require reimbursement and ooich have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to nndertaking the activity.
b . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. cR Ev1s ED 4/991
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.
G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years
(1) Placement Committee reports.
(2) Minutes of committee meetings and conference calls.
(3) Placement Binders used during annual chapter meeting.
2. Collect: during term
a . Items enumerated above.
3. Convey to successor/Archives
a . Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.
H. Calendar of Responsibilities
March/
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
President. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Olapter Handbook from Handbook Editor
April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
3.9.3
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Chair attends Executive Committee meeting during annual AALL meeting, if invited by Presidmt.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/ Handbook modifications due to editor two months prior to annual chapter meeting
February CREv1sED 4/991

February/ Chair prepares committee report. Report is due to Presidmt one month prior to annual chapter
March
meeting.
Expense/revenue reports due to the Presidmt one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.

Incoming Chair receives preliminary list of committee members from incoming Presidmt.
ApriV
May

L

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

Relevant Chapter Forms CREv1sED
1. Annual Committee Report
2. Reimbursement memo
3. Employer /Employee Listing form
4. Budget report

3/981

3.9.4
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Program Committee
A. Committee Charge
1. The Program Committee will design, plan and implement educational programming for the chapter.

B. Articles/Bylaws Statements
I. There shall be the following standing committees: ... (1) Program ... (Articles, Art. Vl11)
2. The president shall appoint all members of the standing committees. (Articles, Art. Vl11)
C. Composition
1.
2.
3.
4.

The Committee Chair is the incoming Vice-President/President-Elect.
Maximum committee size is ten. Appointment will generally not be for two years.
Committee members will be appointed by the President in coosultation with the Program Committee Chair.
Committee appointments will endeavor to reflect the diversity of the membership.

D. Responsibilities
1. Annual Chapter Meeting
a. Details regarding the planning of the annual chapter meeting can be follll.d in the Local Arrangements
committee section of this handbook.

b. Budgeting
( 1) In conjllll.c:tion with the Local Arrangements Committee and the President, the committee determines
the Registration fee for the meeting.
(2) The committee develops a budget for approval bytheExecutive Committee. Meeting income should
equal or exceed meeting expenses.
(3) Regular budget reports are made to the Executive Committee during the planning process.
( 4) Unanticipated expenses and cost overrllll.S must be reported to the Executive Committee immediately.
c. Programming
( 1) The committee develops programs for the chapter's annual educational meeting.
(2) Committee members identify topics, speakers and moderators.
(3) The committee \Wiks closely with the Local Arrangements Committee and hotel/facilities persorm.el
to implement the educational program.
(4) The number of program slots and speakers may be dependent upon the facilities available and the
impact upon the budget.
(5) A variety of programming methods should be utilized whenever possible.
( 6) Committee members serve as program coordinators.

d. Speakers [added 4/99]
(1) The Committee identifies appropriate speakers for each of the annual chapter meeting programs.
(2) The number ofnon-SEAALL member speakers should be limited due to strains for the budget. Nonmember speakers should be encouraged to stay over Saturday night ifthere is a significant difference
in the cost of air fare.
(3) Only non-member speakers will be reimbursed for expenses. No d:lapter member or vendor speaker
will be reimbursed.
( 4) Reimbursement will be limited to transportation (including mileage from home to airport), meals not
provided as a part of the annual meeting at a per diem rate of $50 per day and no more than $25 for
any one meal.
3.10.1
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(5) The payment ofhonoraria is discouraged.
( 6) Expenses for spouses or childroo of nano-member speakers will not be reimbursed.
(7) The committee will provide the names and arrival dates of the non-member speakers to the Local
Arrangements Committee in order to have rooms reserved for the speakers.
(8) The Program Committee will provide confirmed speakers with a the chapter reimbursement
guidelines, an expoose report, an a/v request form (in coordination with the Local Arrangements
Committee)
(9) Speakers planning to use computers for projection purposes must bring their own.
( I 0)
The Program Committee will collect biographical information on speakers and convey said in
camera ready format to the Local Arrangements committee.
e.

Printing [ADDED 4/991
(I) The committee will provide the Local Arrangements committee with the details of the program for
preparation of the preliminary and final programs.

2. Annual Institute
a. Programming
(1) The committee develops programming for the chapter's annual one-day institute preceding the
heginning of the annual chapter meeting.
(2) Committee members identify a topic and speaker(s).
(3) The committee works closely with the Local Arrangements Committee and hotel/facilities personnel
to implement the programming
( 4) Policies on speakers for institutes parallels that for the annual chapter meeting.
(5) Registration for the Institute is separate from that of the annual meeting.

b.

__)

Budgeting
(I) In conj\.Dlction with the Local Arrangements Committee and the President, the committee determines
the Registration fee for the institute.
(2) The committee develops a budget for approval by the Executive Committee. Institute income should
equal or exceed institute expenses.
(3) Unanticipated expenses and cost ovemms must be reported to the Executive Committee immediately

3. Meetings
a. The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conferooce calls as needed. [REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files. [REVISED 4/99)
d. The Committee Chair or a designee will attood the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attood chapter business meetings, reporting on committee
activities as necessary.
4. Budget
a. In addition to the budgets for the annual chapter meeting and the annual institute, the committee is
responsible for developing a gooeral budget proposal covering expenses for any additional committee
activities planned for the next fiscal year.
b . The proposal is due to the President one month prior to the annual chapter meeting.
-._,/

3.10.2
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5. Handbook
a. The committee will review the committee procedures set out in the Chapter Handbook, suggesting
modifications to the Handbook Editor and, if necessary, to the Executive Committee.

6. Reporting [REVISED 4/99]
a. The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Presideot
a. Program theme must be coordinated with the President and Local Arrangements Committee.
b. Time slots must be made available for committee meetings, executive committee meetings and business
meetings as specified by the President.
2. Executive Committee
a. Budgets for the annual educational program and the annual institute must be approved by the Executive
Committee.
b. The Executive Committee must approve any unanticipated expenses.
c. Regular budget reports are made to the Executive Committee.
3. Handbook Editor
a. The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
4. Education/Publications Committee
a. The Education/Publications Committee should be alerted to programs sui~ble for an AALL program
proposal. Program ideas not selected for the annual meeting may also be suggested.
b . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. [ADDED 3/9 al
5. Local Arrangements Committee
a. Program theme and activities must be coordinated with Local Arrangements planning.
b . Budget and registration fees are set in conjunction with the activities of the Local Arrangements
Committee
c. Programmlng possibilities are depmdent upon the facilities available.
d Comnnmicate the names of speakers and their av requests.
e. Provide copy for the preliminary and final programs.
f. Provide camera ready copy of speaker biographies.
6. Membership Committee
a . Mentor program activities during the annual meeting must be coordinated with Local Arrangements and
Program Committees.
7. Newsletter/Public Relations Committee
a. Information on the meeting is developed for publication in the Southeastern Law Librarian
(I) Items to be published include annollll.cem.ent of program theme, program titles and speakers.
b . Consult the most recent issue of the Southeastern Law Librarian for appropriate copy deadlines.

3.10.3
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c. Assistance with meeting public relations activities may be provided by the Newsletter/Public Relations
Committee.
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F. Reimbursement of Committee Expenses
1. Ordinary Expenses
a . Ordinary expenses incurred in the performance of committee activities will not be reimbursed by the
Chapter.
2. Budgeted Expenses
a . Reimbursement memos for budgeted items should be submitted to the Treasurer using the official
SEAALL Reimbursement memo Form. (see Forms section in SEAALL Handbook)
3. Expmses Not Previously Budgeted
a . Should the committee wdertake projects \Wich may require reimbursemeot and \Wich have not been
previously budgeted, approval from the Presidmt and/or the Executive Committee must be so~ prior
to wdertaking the activity.
b . Requests for reimbursement should be submitted to the Presidmt and/or Executive Committee on the
official SEAALL Reimbursement memo Form (see Forms section in SEAALL Handbook).
c. Upon approval, Presidmt will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years
( 1) Program Committee reports.
(2) Minutes of committee meetings and conference calls.
(3) Final chapter educational printed programs _for the previous five years.
(4) Program proposals not presented for the previous year.
b . Copies of any project files for the previous three years.
2. Collect during term
a . Items enwnerated above.
3. Convey to successor/Archives
a. Items enwnerated above.
b . Older files and materials are to be seat to SEAALL archives.

H. Calendar of Responsibilities
February/ Upon notification of election results begin.gathering possible program and institute topics.
March
Consult with incoming Presidmt to assemble committee.
March/
April

Outgoing and/or Incoming Chair attends Executive Committee meeting.

Meet with committee during annual chapter meeting.
Outgoing Chair reports on committee activities at annual chapter meeting. (Report can be
delegated.)

J
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Incoming Chair asswnes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Editor

April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.
Chair receives any special assignments from the Presidmt.

May/
June

Develop program theme in consultation with Presidmt and Local Arrangements Chair.
Finalize working list of programs.
Prepare preliminary annual meeting and institute budget in conjwction with Presidmt and Local
Arrangements Committee. - to be completed by September 1.

July

Chapter membership year begins
Meet with Committee prior to Executive Committee meeting
Make program coordinator assignments.
Chair attends Executive Committee meeting during annual AALL meeting.
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

August

Preliminary program slots assigned in conjwction with Local Arrangements committee and
Presidmt.
Speaker and moderators assigned to programs
Local Arrangements committee submits meeting annowcement to " Continuing Education" and
" Chapter News"columns of AALL Spectrum.
Finalize budget for annual chapter meeting and institute by July 31 .

September/Finalize preliminary program and send to Local Arrangements Committee for printing
October
to meet February l mailing deadline.
November Provide Local Arrangements committee with names of speakers \WO are authorized for
reimbursement.

January

Gather speaker bios, audiovisual requirements, copyright releases, travel arrangements for outside
speakers.

3.10.5
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Prepare final program copy for Local Arrangements committee (if different from preliminary
program).
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Handbook modifications due to editor two months priorto annual chapter meeting. [REVISED 4/991
February/ Chair prepares committee report. Report is due to President one month prior to annual
March
chapter meeting.
Receive program attendance counts from Local Arrangements Committee and advise speakers of
appropriate nwnber of haru:louts to provide.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.
Incoming Chair receives preliminary list of committee members from incoming President.
April/

May

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

I. Relevant Chapter Forms
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

CREv1sED
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Annual Committee Report
Reimbursement memo
Preliminary Program
Memo to speakers
Memo to program coordinators
Annual chapter meeting budget & expense report
Speaker information form
Institute registration form
Annual chapter meeting registration form
Program evaluation
Speaker/Non-Member Expense Report

3.10.6
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Scholarship Committee
A. Committee Charge
1. The Scholarship Committee publicizes, manages and awards the annual Lucile Elliott Scholarships as
established by the chapter.

B. Articles/Bylaws Statements
1.
2.

There shall be the following standing committees: . .. (5) Scholarship .. . (Articles, Art. VIII)
The president shall appoint all members of the standing committees. (Articles, Art. VIII)

C. Composition of committee
1. Prior to the annual business meeting, the incoming President will appoint the Committee Chair from the
committee membership of the previous year.
2. Committee members~ be appointed by the President from those of the general membership who express
an interest on the Committee Preference Form.
3. The incoming President may also solicit other individuals·for committee membership, if necessary.
4. Committee members will be appointed to two year terms to provide continuity for the committee.
5. The incoming President will attempt to balance geographical and type of library considerations to the extent
possible.
D. Responsibilities
1. Lucile Elliott Scholarship program
a. Guidelines -- adopted 1994, revised 1998
( 1) The Lucile Elliott Scholarship nmd was established to provide :financial aid for any purpose
reasonably designed to improve one' s career in law librarianship. Part of the purpose of these
awards is to encourage recipients to remain in the profession.
(2) Applicants must be a paid member of the Southeastern Chapter of AALL at the time the application
is completed. Associate members are not eligible for SEAALL scholarships. CREv1sEo 4/991
(3) Scholarship Committee members are ineligible to receive scholarships during their tenure on the
Committee.
(4) Applicants who have received a Lucile Elliott Scholarship within the previous three years are
ineligible to receive a scholarship.
(5) Five points will be deducted for each SEAALL scholarship received by an applicant.
( 6) In selecting scholarship recipients, the Committee will consider the following factors:
(a) Lmgth of membership in SEAALL:
i) The Chapter wishes to encourage the participation of is newer members (3 years or less).
Therefore, when the applicant pool permits, scholarships will be awarded on a 70:30 newer
members to continuing members ratio.
(b) Participation and service to the law library profession:
i) This is demonstrated by participation in committees, sections, programs, projects, etc. of
professional associations.
(c) Intended use of scholarship:
i) Scholarships may be used to provide :financial aid for any purpose reasonably designed to
improve one's career in law librarianship. Preference shall be given for attending any
activity sponsored by the Southeastern Chapter.
(d) Lack of :financial assistance from employer.

3.11.1
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(7) Scholarship recipients will be required to write an article for the Southeastern Law Librarian related
to the scholarship activity or to volunteer for and serve on a SEAALL committee during the
upcommg year. [REVISED 3/98]
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b . Procedures
( 1) The committee will verify the amount of funding available with the President by July 31 .
(2) The Chair or a committee member will prepare an article outlioiog the award guidelines and submit
the application form for the summer issue of the Southeastern Law Librarian. The article should
include information on the service to the chapter which is required of successful applicants.
[REVISED

3/98]

(3) The availability of the scholarships will be publicized via other media as appropriate.
(4) CompletedapplicationsmustbepostmarkedbyNovember 15. [REVISED 3/98]
( 5) After chair verifies that all applicants are chapter members in good standing, copies ofthe completed
applications and lDlcompleted ranking forms are mailed to the Scholarship Committee no later than
November 22. [REVISED 3/981
(6) Committee members return ranking sheets to Chair by December 5. [REVISED 3/981
(7) Chair resolves any conflicts or ti.es among selections.
(8) Chair notifies President of list of recipients.
(9) Chair notifies recipients by letter, inquiring as to \\hen recipient requires the money and verifies with
recipient the service to SEAALL requirement, and asks the recipient to choose her/his preferred
service activity (see section D . I.a. 7 above). Decision on service activity to be made by January 31.
[REVISED

3/98]

(a) Recipients choosing to volunteer for a SEAALL committee should be encouraged to volunteer
for more than one committee to assure appointment. [ADDED 3/981
(b) The Chair will notify the Vice-President/President-Elect of those recipients choosing committee
service by February 5 to insure that committee appointments are forthcoming. [ADDED 3/981
(c) Recipients choosing to write articles for about the same event should be encouraged to write
about different sessions of the event, if at all feasible. [ADDED 3/981
( 10)
Recipients accept or reject the award in writing.
Chair notifies Treasurer of scholarship recipients, addresses, amounts and date when funds are
( 11)
required by December 15.
2.

Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/1 7/97]
a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing President of totals prior to the annual chapter meeting.

3.

Handbook
a . The committee will review the procedures set out in the Chapter Handbook, suggesting modifications
to the Handbook Editor and, if necessary, to the Executive Committee.

4.

Reporting

[REVISED
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4/99]

a. The committee chair will prepare an annual report summarizing its activities, listing their status and
proposing activities for the coming year.
b . The report will include both the names of scholarship recipients and the service activity chosen by each
recipient. [ADDED 3/98]

5.

Meetings

-._I
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a . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. [REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be malntalued
in print for committee files. [REVISED 4/99)
d The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to. SEAALL Officers or Other Committees
1. Presidmt
a . Confirm fi.mds available for scholarship awards by July 31 .
b . Coordinate annm.mcement of scholarship winners at annual chapter meeting.
2.

Vice-Presidmt/Presidmt-Elect
a . Chair conveys names of scholarship recipients choosing committee service prior to upcoming annual
chapter meeting by February 5. [ADDED 3/981

3.

Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this.
Handbook.

4.

Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. [ADDED 3/981

5.

Newsletter/Public Relations Committee
a . Submit article and application form, and annm.mcement of winners for appropriate issues of
Southeastern Law Librarian.
b. Coordinate submission of articles written by scholarship winners.
c. Consult the most recent issue of the Southeastern Law Librarian for copy deadlines.

F. Reimbursement of Committee Expenses
1. Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
2.

Budgeted Expenses
a . The chapter will reimbursement the cost of the plaque that is presented to the award winner.
b . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. cREVISED
4/99)

3.

Expenses Not Previously Budgeted
a . Should the committee undertake projects which may require reimbursement and which have not been
previously budgeted, approval from the Presidmt and/or the Executive Committee must be sought prior
to undertaking the activity.
b. Requests for reimbursement should be submitted to the Presidmt and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. CR Ev 1s ED 4/9 9 J
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c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G. Chapter Records
1. Receive from immediate past chair
a . Committee files for the previous three years.
b . Copies of any project files for the previous three years.
2.

Collect during term
a . Items enumerated above.

3.

Convey to successor/Archives
a. Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.

H. Calendar of Responsibilities
March/
April

Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
President. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting.
delegated.)

(Report can be

Incoming Chair asswnes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Editor

April

Chapter fiscal year begins

April/

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15.

May

Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares preliminary committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Chapter membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)
Chair confirms with President, by July 31 , amol.Dlt of fimds available for scholarships.

October

Reminders of sd:lolarsbip application deadlines posted on law-lib; seaall-1 and other relevant listservs
3.11.4
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November Scholarship application deaciline is November 1.
Committee reviews applications and determines award recipients.
December Cb.air notifies scholarship recipients of award.
Recipients acknowledge acceptance of award and date funds are needed.
Cb.air notifies Treasurer of award recipient names andamowrts awarded. CREv1sED

January

Recipients choose preferred service activity by January 31 .

[ADDED

3/981

3/98 l

Cb.air notifies Vi~President/President-Elect of scholarship recipients who choose committee
membership as service requirement. CADDED 3/981
January/ Handbook modifications due to editor two months prior to annual chapter meeting
February CREv1sED 4/991
February Treasurer sends checks to scholarship recipients tmless recipient requests a different date.
February/ Cb.air prepares committee report. Report is due to President one month prior to annual chapter
March
meeting.
Expense/revenue reports due to the President one month prior to the annual chapter meeting.
Outgoing and Incoming Cb.airs coordinate and schedule committee meeting during annual chapter
meeting.

Incoming Cb.air receives preliminary list of committee members from incoming President.
Outgoing Cb.air prepares and delivers files to incoming Committee Chair and/or SEAALL Arcl:rives
by May 15.

L

Relevant Chapter Forms CREv1sED 3/981
1. Annual Committee Report
2. Reimbursement memo
3. Scholarship rating sheet -- (Editor 's Note: pending)
4 . Budget report

3.11.5
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Service to SEAALL Committee
A. Committee Charge
1. The Service to SEAALL Committee is charged with receiving nominations, selecting candidates and giving
an award to the chapter member vJ:io has made special, significant and sustained contributions to the
Chapter.

B. Articles/Bylaws Statements
1. There shall be the following standing committees: . . . (10) Service to SEAALL. (Articles, Art. VI1I)
[ADDED ANNUAL MEETING -

4/ I 8/97)

2. The presidart: shall appoint all members of the standing committees. (Articles, Art. VI1I)

C. Composition
1. The committee is composed of the Immediate Past Presidart: and the two immediately previous award
wmners.
2. The committee chair is the previous winner vJ:io is serving bis/her last year on the committee.
D. Responsibilities
1. SEAALL Service Award
a. Solicit and compile information about potemi.al award candidates.
(1) Use all appropriate media for solicitation of candidates including Southeastern Law Librarian,
seaall-1, annmmcemeots during chapter meetings, etc.
b . Criteria are:
(1) Candidate must have given special service to the chapter.
(2) Candidate must have a sustained record of service to the chapter.
(3) Candidate must have been a chapter member for at least five years.
(4) Current and immediate past officers are not eligible.
c. The award does not have to be presented every year.
d. Language of Award plaque
(1) Example 1:

DISTINGUISHED SERVICE
AWARD
PRESENTED TO

name here
<><><><><><><>
BYTHE
SOUTHEASTERN CHAPTER, A.A.L.L.

design here
IN RECOGNITION OF
SUSTAINED SPECIAL SERVICE
TO THE CHAPTER
<><><><><><><>

date
3.12.1
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(2) Example 2:
PRESENTED TO
name
BYTHE
SOUTHEASTERN CHAPTER, A.A.L.L.
IN RECOGNITION OF
HER/HIS SUSTAINED, SPECIAL SERVICE
TO THE CHAPTER

design here
date
2. Review award criteria as needed.
3. Review committee composition as needed.
4. Develop information to assist the committee in making the award.
5. Chapter Finances [ADDED EXECUTIVE COMMITTEE MEETING - 4/ I 7 /97]
a . Chair will monitor committee expenses/revenue during the year.
b . Chair will notify outgoing Presidmt of totals prior to the annual chapter meeting.

6. Handbook
a . The committee will review the procedures set out in the Chapter Handbook, sug,gesting modifications
to the Handbook Editor and, if necessary, to the Executive Committee.
7. Reporting £REVISED 4/991
a . The committee chair will prepare an annual report swnmarizing its activities, listing their status and
proposing activities for the coming year ..
8. Meetings
a . The committee is encouraged to meet during the annual chapter meeting, to conduct committee business
via email and to hold conference calls as needed. £REVISED 4/991
b . Minutes will be recorded for each conference call and meeting.
c. If significant committee business occurs via email, copies of significant messages should be maintained
in print for committee files. [REVISED 4/99)
d The Committee Chair or a designee will attend the meetings of the Executive Committee if requested.
e. The Committee Chair or a designee will attend chapter business meetings, reporting on committee
activities as necessary.

E. Relationship to SEAALL Officers, Administrative Positions or Other Committees
1. Presidmt
a . The committee will keep the Presidmt informed of its activities as appropriate.
3 .12.2
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2. Handbook Editor
a . The committee will provide proposed additions and revisions to the procedures included in this
Handbook.
3. Education/Publications
a . The committee will provide the Education/Publications Committee with any committee work deemed
appropriate for the SEAALL web site. £ADDED 3/9 a J
4. Newsletter/Public Relations
a . The Committee will provide articles on the award to the Southeastern Law Librarian. Articles will
include a solicitation for nominees and a report on the winner. Consult the most reca:rt: issue of the
Southeastern Law Librarian for copy deadlines.
5. Other SEAALL Committees
a . The Committee will develop relationships with other SEAALL committees as needed

F. Reimbursement of Committee Expenses
1. Ordinary expenses such as phone calls, postage and photocopy costs incurred in the performance of
committee activities will not be reimbursed by the Chapter. [REVISED 4/991
2.

BudgetedExpenses
a . The chapter will reimbursement the cost of the plaque that is presented to the award winner.
b . Reimbursement memos for budgeted items should be submitted to the Treasurer with a cover memo
explaining the reimbursement sought and including any receipts or supporting documentation. cREVISED

J

4/99)

3. Expenses Not Previously Budgeted
a . Should the committee lllldertake projects 'Mlich may require reimbursement and 'Mlich have not been
previously budgeted, approval from the President and/or the Executive Committee must be sought prior
to lllldertaking the activity.
b . Requests for reimbursement should be submitted to the President and/or Executive Committee on with
a cover memo explaining the reason for the request and any supporting documentation. CR Ev1s ED 4/9 9 J
c. Upon approval, President will forward the Reimbursement memo to the Treasurer for payment.

G.

Chapter Records
1. Receive from immediate past chair
a . Committee tiles for the previous three years.
b . Copies of any project tiles for the previous three years.
2. Collect during term
a . Items enumerated above.
3.

Convey to successor/Archives
a. Items enumerated above.
b . Older tiles and materials are to be sent to SEAALL archives.

.J
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H. Calendar of Responsibilities
March/
Outgoing and/or Incoming Chair attends Executive Committee meeting if invited by the
April
Presidmt. (Attendance can be delegated.)
Outgoing Chair reports on committee activities at annual chapter meeting. (Report can be
delegated.)
Incoming Chair assumes committee responsibility at the end of the annual chapter meeting.
Incoming Chair receives copy of appropriate sections of Chapter Handbook from Handbook Editor

April

Chapter fiscal year begins

April/
May

Incoming Chair receives files from previous chair within one month of annual chapter
meeting but not later than May 15 .
Chair receives final list of committee members and any special assignments from the President.
Chair solicits ideas for special projects from committee members.

June

Chair prepares Annual Committee report. Report is due to the President one month prior to the
chapter business meeting at AALL.

July

Cha~ membership year begins
Chair attends Executive Committee meeting during annual AALL meeting, if invited by President.
(Attendance can be delegated.)
Chair attends annual chapter business meeting and reports on committee activities. (Attendance and
report can be delegated.)

January/ Handbook modifications due to editor two months prior to annual chapter meeting
February CREv1sEo 4/991
February/ Chair prepares committee report. Report is due to President one month prior to annual chapter
March
meeting.
Expense/revenue reports due to the Presidmt one month prior to the annual chapter meeting.
Outgoing and Incoming Chairs coordinate and schedule committee meeting during annual chapter
meeting.
Incoming Chair receives preliminary list of committee members from incoming Presidmt.

April/
May

Outgoing Chair prepares and delivers files to incoming committee chair and/or SEAALL
Archives within one month following annual chapter meeting, but no later than May 15.

3.12.4
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I. Relevant Chapter Forms

CREv1sEo 3/981

1. Annual Committee Report
2. Reimbursement memo
3. Budget report

___,J

.J
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SEAALL Handbook: Ardlivist.

Archivist
[SECTION ADDED

4/99]

A. Charge
1. The Chapter Archivist is responsible for maintaining archives of chapter activity files.
B. Articles/Bylaws Statements
1. Nooe
C. Responsibilities
1. Maintain in an organized fashion the records of all chapter activities.
2. Provide research assistance to officers, committee chairs or other chapter members seeking information about
previous chapter practices.
3. Solicit contributions of member files related to chapter activities for addition to the archives
4. Identify and seek to fill gaps in the collection' s holdings.
5. Remind committee chairs of their responsibility to forward older files to the archives.
D. Relationship with SEAALL Officers, Committees and Other Administrative Positions
1. Officers
a . Seek older files for addition to the archives.
2. Secretary
a . Receive copies of current Articles or Bylaws.
b . Receive copies of any proposed Articles or Bylaws amenchnents.
3. Treasurer
a . Receive print versions of chapter financial records annually.
4. Handbook Editor

a . Receive a copy of each new edition of the Handbook for the_archives in.addition to a copy for the use
of the Archivist.
b. Receive copies of correspoodm.ce regarding modifications to handbook sections.
5. Newsletter/Public Relations Committee
a . Receive 5 extra copies of each issue of the Southeastern Law Librarian for the archives.

E. Reimbursement of Expenses [REVISED 4/991
1. Ordinary expenses, such as phone calls, postage and copy changes incurred in the performance of the duties
of the Archivist will not be reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for official expenses must be submitted to the Treasurer
with appropriate documentation, including a cover memo and receipts.
3. Income forwarded to the Treasurer for deposit in the Chapter bank account must be accompanied by a cover
memo and appropriate documentation detailing the source of the income.

F. Chapter Records
G. Calendar of Responsibilities

4.1.1
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Handbook Editor

A. Charge
1. The Handbook editor is responsible for maintafuing ::ind distributing the Chapte~ Handbook and Procedure
Manual.
B. Articles/Bylaws Statements
1. None
C. Responsibilities
1. Handbook revision and maintmance
a . A new edition of the handbook is prepared annually.
b . The editor attends Executive Connnittee meetings and chapter business meetings for potential handbook
revisions.
c. The editor monitors the Southeastern Law Librarian and other SEAALL communications for potential
handbook revisions.
d. The editor notifies all officers, committee chairs and individuals holding administrative posts of the
production time line for handbook revisions.
e. The editor provides drafts of all handbook modifications to those who have suggested changes and to
other affected positions.
f. Drafts of all handbook modifications are reviewed by the Presideot and Vice-Presidmt/Presideot-Elect.
g . A limited supplement may be issued if Articles and/or Bylaws amendments or Executive Connnittee
actions following the annual chapter meeting or the annual business meeting warrant.
h. Complete editions will only be issued once per year.

i.

Handbook distribution
a. Handbooks are distributed in paper format to all officers, committee chairs and individuals holding
administrative posts.
b . New editions are distributed to all officers and administrative positions prior to the annual chapter
meeting and by mail to those not in attendance. [REVISED 4/991
c. New editions are distributed to all committee chairs during the annual chapter meeting and by mail to
those not in attendance. [ADDED 4/991

3. ChapterFinances[ADDED EXECUTIVE COMMITTEE MEETING - 4/17/97)
a . Editor will monitor committee expenses/revenue during the year.
b . Editor will notify outgoing Presideot of totals prior to the annual chapter meeting.
4. Website
a . The editor will prepare for potential distribution of the handbook via the SEAALL website.

D. Relationship to SEAALL Officers, Other Administrative Positions or Committees
1. Presideot
a. The Presideot will provide co1.IDSel to the Handbook Editor when questions arise regarding Handbook
revisions suggested by officers, committee members or those holding administrative positions.
2. Vice-Presideot/Presideot-Elect

4.2.1
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a. The ViarPresi.dmt/Presi.dent-Elect will provide information on committee chairs and complete committee
membership lists.
b. Assist the President in providing oversight for proposed Handbook revisions.
3. Secretary
a. The Secretary will provide copies of minutes from all Executive Committee meetings and chapter
business meetings.
b . The Secretary will provide election results and results from Articles and/or Bylaws amendments votes.
4. Other Officers, Administrative Positions and Committees
a . Other entities will provide proposed revisions to the appropriate Handbook sections.

E. Reimbursement of Expenses
1. Ordinary Expenses
a . Ordinary expenses, such as phone calls, postage and copy changes incurred in the performance of
Handbook maintenance will not be reimbursed by the Chapter.
b . Requests for reimbursement: of expenses incurred for official expenses must be submitted to the
Treasurer with appropriate documentation, including a cover memo and receipts.
c. Income forwarded to the Treasurer for deposit in the Chapter bank account must be accompanied by a
cover memo and appropriate documentation detailing the source of the income.
2. Budgeted Expenses
a . The chapter will reimburse the cost of production and mailing of the annual handbook update and any
subsequent: supplemental updates.
b . Typical budgeted expenses for the handbook include photocopying, binder purchase, and postage for
mailing any handbooks not distributed during the annual meeting.
3. Expenses Not Previously Budgeted
a . Should projects be tmdertaken \Wich may require reimbursement and \Wich have not been previously
budgeted, approval from the President and/or the Executive Committee must be sought prior to
tmdertaking the activity.
b . Requests for reimbursement: should be submitted to the President and/or Executive Committee.
c. Upon approval, President will forward the Reimbursement: memo to the Treasurer for payment.

F. Chapter Records
1. Receive from previous editor
a . Master copy of handbook (print and electronic versions).
b . Handbook editions for the past three years (print only).
c. Minutes from all executive committee meetings and chapter business meetings (print).
d Correspondence regarding revisions for the previous three years (print and electronic).
e. All formatting notes and procedural notes (print and electronic).
2. Collect during term
a . Items enumerated above.
3. Convey to successor/Archives
a. Items enumerated above.
b . Older files and materials are to be sent to SEAALL archives.
4 .2.2
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G. Calendar of Responsibilities
February/ Revised edition of handbook distributed to officers and individuals holding administrative posts
March
during the annual chapter meeting.

March/

Editor attends Executive Committee meeting during annual chapter meeting.

April
Editor attends annual chapter meeting and reports on handbook activities during business meeting,

if necessary.

Revised edition of handbook distributed to committee chairs during the annual chapter meeting.
Revised edition of handbook is distributed by mail to those not attending the amrua1 chapter meeting.

April

Chapter fiscal year begins

April/

Editor receives final list of committee memberships from President.

May
July

Chapter membership year begins
Editor attends Executive Committee meeting during annual AALL meeting.
Editor attends annual chapter business meeting and reports on handbook activities, if necessary.

December/ Editor notifies all officers, committee chairs and individuals holding administrative positions
January
of the production ti.me line for annual handbook revision.

January/ Receive proposed handbook modifications two months prior to annual chapter meeting.
February
February/ Expense/r_evmue reports due to the President one month prior to the annual chapter meeting.
March
Provide drafts of handbook modifications to appropriate officers and committee chairs.

H. Relevaat.Chapter Forms

CREv1sEo 3/981

1. Reimbursement memo
2. Budget report

4.2.3
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Membership Database Manager
A. Charge
1. The Membership Database Manager is responsible for maintaining the SEAALL membership database. The
database is used to prepare mailing labels and to create a SEAALL membership directory. The database
may also be used for chapter demographic information and membership status.

B. Articles/Bylaws Statements
1. None

C. Responsibilities
1. Membership database
a. Member information is entered from the dues form or membership brochure which is forwarded by the
Treasurer.
b . Information includes
(1) Basic address information: name, address, phone no., fax no., email address
(2) Coding for the type of library at which the member is employed
(a) firm, academic, court, associate, and studmt/other
(3) Year of most recent dues payment
(a) Customarily member names are deleted from the database only when a new member who
replaces a previous member is identified.
c. The database also includes information on the " complimentary" newsletter copies
(1) AALL entities
(a) Presideat, Executive Director
(b) Chapter Newsletter editors
(2) These entries are coded to identify their affiliation
(a) For ease of updating
(b) To include/eliminate the entry for label production
d. Updating of the database will be completed to the extent possible by September 1 each year.
2. Mailinglabels
a . Labels are produced as needed.
b . When producing label sets, the Bylaws must be consulted for specific entities entitled to receive the
planned mailing
(1) Current paid and life members receive ballots.
(2) Current paid, life members and "complementaries" receive newsletters.
(3) Current paid and previous year lapsed members receive dues notices.
(4) Current paid, life members and previous year lapsed members receive conference brochures.
c. The appropriate Executive Committee member should be consulted when in doubt.
d. Postal regulations for bulk mailings ~hould be followed.
3. Membership directory
a . Directory is currently produced in odd years.

4.3.1
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b . A directory typically includes
( 1) Articles of Incorporation and Bylaws
(2) An alphabetical listing of members with a separate listing for associate members
(3) A geographical listing.
c.

Directory distribution is typically as an insert to the Southeastern Law Librarian.

4 . New members £ADDED 4/991
a . The database manager works with the Treasurer and the Membership Committee to idmtify all new
chapter members.
b . New members via dues notice
( 1) Some new chapter members occur with the return of the amiual dues notices.
(2) All dues notices are ntumed to the Treasurer. Copies of the paid dues notices are forwarded to the
Database Manager. If a new member is indicated on the form, the Treasurer also sends a copy of
the dues notice to the Membership Committee chair for appropriate welcome letters.

c. New members via membership brochure
( 1) New members who complete the form in the membership brochure return.that form to the Treasurer.
The Treasurer sends a copy of the new member form to the Database Manager for database update
and to the Membership Committee chair for appropriate welcome letters.

5.

Membership Committee [ADDED 4/991
a . To assist the membership committee, the database manager will send a copy of the current membership
list to the incoming membership Committee chair at least in April and an updated copy in September
after the database has been updated. Additional lists and checks will be supplied as needed.

6. Chapter Finances [ADDED

EXECUTIVE COMMITTEE MEETING -

4/ I 7 /9 7 l

a. Manager will monitor expenses/revenue during the year.
b . Manager will notify outgoing President of total expenses/revenue prior to the amiual chapter meeting.

D. Relationship to SEAALL Officers, Other Administrative Positions or Committees
1. Executive Committee
a . The Executive Committee will provide guidance on the preparation of malling label sets should the
Bylaws statements be inconclusive.
2 . Secretary
a. The Database manager will provide labels for elections and articles and/or bylaws amenchnmt maj)jngs
3. Treasurer £ADDED 4/991
a . The Database manager will provide labels/forms for dues notices.
4 . Handbook Editor
a . The Database manager will provide proposed addi.tioos and revisions to the procedures included in this
Handbook.
5. Membership Committee

£ADDED

4/991
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a. The Committee will work with the Membership database manager and the Newsletter/Publications
Committee to produce the biennial membership directory.
b . The Database manager will provide the committee chair with an updated membership list at least in April
(at the change of committee chairs) and in September after the annual database update. Additional lists
and checks will be supplied as needed.
6. Newsletter/Public Relations
a . Production of the directory will be coordinated with the committee and th~ Membership Committee.
b . The Database manager will provide labels for mai1ing the Southeastern Law Librarian.
7. Other Officers, Administrative Positions and Committees
a . The Database Manager will provide the appropriate sets of mailing labels to other eoti:ti.es as requested
with appropriate approval.

E. Reimbursement of Expenses
1.

Ordinary Expenses [REVISED 4/99)
a . Ordinary expenses, such as phone calls, postage and copy changes incurred in the performance of
maintenance of the membership database will not be reimbursed by the Chapter.
b . Requests for reimbursement of expenses incurred for official expenses must be submitted to the
Treasurer with appropriate documentation, including a cover memo and receipts.
c. Income forwarded to the Treasurer for deposit in the Chapter bank accot.mt must be accompanied by a
cover memo and appropriate documentation detailing the source of the income.

2. Budgeted Expenses
a . The chapter will reimburse the cost of production of all standard sets of mai1ing labels.
b . Standard sets include those required for mailing the Southeastern Law Librarian, for mailing annual
election ballots, for mailing annual dues notices, for mailing program annormcements for the annual
chapter meeting and for mailing any Articles and/or Bylaws amenchnents votes.
3. Expenses Not Previously Budgeted
a . Should label sets be requested that will require reimbursement but which have not been previously
budgeted, approval from the Presidmt and/or Executive Committee must be sought prior to rmdertaking
the activity.
b . The entity requesting the non-budgeted label sets is required to provide evidence of that approval.
c. Upon approval, the Presidmt will forward the Reimbursement memo to the Treasurer for payment.

F. Chapter Records
1. Receive from previous database manager
2. Collect during term
3. Convey to successor/Archives

G. Calendar of Responsibilities

[REVISED

4/991

March/ Provide membership list to incoming Membership Committee chair.
April
Provide mailing labels to Treasurer for dues notices.
April

Chapter fisc.al year begins
4 .3.3
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July

Chapter membership year begins

September Database update completed
Provide updated membership list to Membership Committee chair.

January

Provide mailing labels to Secretary for ballots/articles & bylaws changes.

H. Relevant Chapter Forms

CREv1sEo 3/981

1. Dues Notice
2. Budget report
3. Reimbursement memo

.__)
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Registered Agent
A. Charge
1. The Registered Agent is responsible for housing and maintaining the Chapter's Minute Book.
B. Articles/Bylaws Statements
C. Responsibilities
1. The Chapter's Registered Agent must be a resident of the State of F1orida and serves as such for a minimlllll
of three years.
2. The Registered Agent is responsible for housing and maintaining the Chapter's Minute Book.
3. The Minute Book should include:
a. copies of the minutes of the Chapter's Executive Committee Meetings from the Secretary.
b . copies of the minutes from the Chapter's Business Meetings from the Secretary.
c. copies of the Chapter's annual corporate report prepared by the Registered Agent.

d

copies of the Chapter's annual budget prepared by the Treasurer.

e. copies of the Chapter's income tax return from the Treasurer.
4. Should the appropriate officer not provide copies of the above listed reports, the Registered Agent should
request them from the officer.

D. Corporate Information
I . The Southeastern Chapter of the American Association of Law Libraries is a section 501 (c X6) non-profit
trade association nnder federal income tax laws.
2. The Chapter is incorporated in the state of F1orida.
3. A chapter member who is resident in the state of F1orida serves as Registered Agent for the chapter.
4. The Chapter's Employer Idmtification N1DD.ber is: 58-1592266.
5. The Chapter's accounting period (fiscal year) ends March 31 .

E. Corporate Reports
I . A report is required annually by the F1orida Secretary of State.
2. The report is prepared by the Chapter's Registered Agent and sent to the Treasurer.
3. The Treasurer pays the cotporation filing fee as required by the state of F1orida and mails the report,
providing a copy of the signed report to the Registered Agent.

4.4.1
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F. Income Tax Reports
1. The Chapter is incorporated as a non-profit corporation and is not required to file a federal or state income
tax return tmless gross receipts exceed $25,000 per year.

__;

2. The Treasurer provides a copy of the chapter' s Florida and Federal income tax returns to the Registered

Agent.
3. Further information is available in a directive from the Internal Revenue Service dated November 30, 1990
fmmd in the Appendix section of this manual.

G. Reimbursement of Expenses [REVISED

4/991

1. Ordinary expenses, such as phone calls, postage and copy changes lncurred in the performance of the duties
of the Registered Agent will not be reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for official expenses must be submitted to the Treasurer
with appropriate documentation, including a cover memo and receipts.
3. Income forwarded to the Treasurer for deposit in the Chapter bank account must be accompanied by a cover
memo and appropriate documentation da:ai)in~ the source of the income.

H. Chapter Records

[ADDED

3/98]

I. Calendar of Responsibilities £ADDED
J. Relevant Chapter Forms [ADDED
1. Budget report

3/981

3/981

._,/
4.4.2
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Webmaster/Postmaster

Editor 's Note: Webmaster/Postmaster Section is pending
Charge
Articles/Bylaws Statements
Responsibilities
Relationship with SEAALL Officers, Committees and Other Administrative Positions
E. Reimbursement of Expenses lREv1sEo 4/991
1. Ordinary expmses. such as phone calls. postage.and copy changes incurred in the performance of the duties
of the maintaining the Chapter web page will not be reimbursed by the Chapter.
2. Requests for reimbursement of expenses incurred for official expenses must be submitted to the Treasurer
with appropriate documentation. including a cover memo and receipts.
3. Income forwarded to the Treaswer for deposit in the Chapter bank account must be accompanied by a cover
memo and appropriate documentation detailing the source of the income.
A.
B.
C.
D.

F. Chapter Records
G. Calendar of Responsibilities

4.5.1

Forms Sections
[SECTION ADDED

3/98]
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President: Agenda - Business meeting

Southeastern Chapter, AALL
Business Meeting
Monday, July 17, 1995
6:15 - 6:45 p.m.
Pittsburgh, PA
AGENDA

I.

Welcome

II.

Minutes of Previous Meeting -- Rhea Ballard-Thrower

m.

Financial Report -- Kathy Heberer

IV.

Executive Committee Report
A. Election results
B. Motion for destruction of ballots
C. Other

V.

J

Local Arrangements

A. 1996, Austin, Joint SEAALL/SHALL Meeting (March 27-31)
VI.

Committee Reports

VII. Unfinished Business

A. Bylaws Amendments
B. Articles Amendments
VIIl. New Business
IX.

Annmmcements

A. Chapter reception: Monday, July 17, 7:00 - 8:00 p .m.
B. AALL Business meeting
X.

Adjourn
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President: Sponsorship request l

September 16, 1997
Marian F. Parker
Professional Relations Specialist
Matthew Bender & Co, Inc.
11 Penn Plaza
New York, N .Y. 1001
Dear Marian,
SEAALL is in the planning stages for what promises to be another exciting annual meeting in New
Orleans, LA, March 11-14, 1998. Sue Burch of the University of Kentucky Law Library, Program Chair, and
Catherine Lawman of the Law Library of Louisiana, Local Arrangements Chair, have selected a theme ooich
reflects law librarianship in the cyberspace age:

SEAALL@NewOrleans.98
The generous support ooich Matthew Bender has provided to SEAALL in recent years has been
instrumental to the success of our programming. Last year, Bender's tremendous support llllderwrote the lovely
lllllcheon at ooich AALL President Frank Houdek spoke, a real highlight of our annual meeting.
I trust that Matthew Bender will continue to support SEAALL at a level at least comparable to last year's
$XXX. The location of this year's meeting should make it a record-breaker in terms of attendance.
I look forward to hearing from you regarding Bender's plans for support of the SEAALL annual meeting.
Thank you again for your continuing support of SEAALL and law librarianship .
Very truly yours,

Donna Bausch, SEAALL President
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President: Sponsorship request 2

_J

Judy Floyd-Evans
LEXlS/NEXIS
9443 Springboro Pike
Mianusburg, OH 43542
Dear Judy:
SEAALL is in the planning stages for what promises to be another exciting annual meeting in New
Orleans, Louisiana, March 11-14, 1998. Sue Burch of the University of Kentucky Law Library, Program
Chair, and Catherine Lemann of the Law Library of Louisiana, Local Arrangements Chair, have selected a
theme \Wich reflects law librarianship in the cyberspace age:

SEAALL@NewOrleans.98
The generous support \Wich LEXIS/NEXIS has provided to SEAALL in recent years has been
instrumental to the success of our programming. Last year, LEXIS/NEXIS ' tremendous support tmderwrote
our tmforgettable excursion to Wakulla Springs and the enjoyable seafood repast afterward. In addition, Kathy
Crosslin' s creativity, energy and follow through were responsible for one of our most well-received educational
institutes ever! Your participation on the faculty of that Institute was yet another contribution \Wich sets
LEXIS/NEXIS apart.

_J
I trust that LEXIS/NEXIS will continue to support SEAALL at a level at least comparable to last year' s
$X:X:X . I also hope that you will consider joining us yourself in New Orleans. The location ofthis year's
meeting should make it a record-breaker in terms of attendance.
I look forward to hearing from you regarding LEXIS/NEXIS ' plans for support of the SEAALL annual
meeting. Thank you again for your continuing support of SEAALL and law librarianship.
Very truly yours,

Dorma Bausch, SEAALL President

___,J
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President: Sponsorship acknowledgment l

Kevin M . Marmion
President
William S. Hein & Co., Inc.
1285 Main Street
Buffalo, NY 14209-1987

Dear Mr. Marmion:

Thank you for your kind letter of November 6th, a copy of which is enclosed. I'm pleased to note that Dick
Spinelli will be joining us in New Orleans.
Regarding Hein' s contribution, the check should be made payable to SEAALL and mailed to me at the address
below.
Thanks again for your continuing and consistent support of law librarianship!

Very truly yours,

Donna Bausch
Law Librarian
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President: Sponsorship acknowledgment 2

Judy Floyd-Evans
LEXIS-NEXIS
9443 Springboro Pike
Miamisburg, OH 45432

Dear Judy;
I am writing both to acknowledge and thank LEXIS-NEXIS for your generosity in contributing
$:XXX towards the SEAALL Annual Meeting in New Orleans, Louisiana in March 1998.
LEXIS-NEXIS will be exclusive sponsors of SEAALL' s gala Friday night event at the Cabildo
Museum on Jackson Square, site of the signing of the Louisiana Purchase in 1803. Thanks to your
support, we will enjoy a reception and dinner and enjoy the atmosphere that only the French Quarter
can provide. This promises to be an evening that our members will remember for years to come, all
thanks to LEXIS-NEXIS.
Under separate cover, a preliminary program is being mailed to your attention, along with exht"bit
details.
I certainly look forward to seeing you again at our Annual Meeting next month. Thank you again for
your continuing support of SEAALL and law librarianship!

Very truly yours,

Donna Bausch
SEAALL President, 1997-98
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President: Sponsorship thank you

Kevin M. Mannion, President
William S. Hein & Co. , Inc.
1285 Main Street
Buffalo, New York 14209-1987
Dear Mr. Mannion:
I am writing to both acknowledge and thank you for your generosity in contributing $:XXX towards
the SEAALL Annual Meeting in Knoxville, Tennessee in April.
We will use your contribution for our Opening Reception at the Knoxville Museum of Art, and we
will also acknowledge your gift in our program
Thank you for contributing to the Forty-fifth Annual Meeting of the Southeastern Association of Law
Libraries! Your kindness is very much appreciated.

Sincerely,

Sue Burch, President
SEAALL
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Vice-President: Memo to program coordinator

TO:

SEAALL Annual Meeting Program Committee/Program Coordinators

FROM:

Donna Bausch

RE:

Action Needed

DATE:

November 5, 1996

We have identified an interesting array of programming for our Annual Meeting in Tallahassee, April 1719, 1997. As coordinator of one or more programs, please take the next steps in our planning process,
as follows:
You have agreed to coordinate the following program(s), tentatively entitled:

Program slots are 75 minutes in length.

J
SPEAKER FORMS: Forms should be completed for each speaker on yourprogram(s). Please ask that
these forms be completed by December 1.

PROGRAM SUMMARY: Please draft ( or ask your speakers to draft) a short ( 50-100 word) summary
of the program(s) you are coordinating. This may resemble AALL program descriptions. Forward a
copy to me by December 1.
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Vice-President: Committee Volunteer Form

SEAALL Committee Volunteer Form

Please complete this form to work on a SEAALL Committee. Mark your first, second and third choices
for committee assignments. This form should be returned to: Donna Bausch, SEAALL President,
Norfolk Law Library, 999 Waterside Drive #1300, Norfolk, Va 23510. FAX: 757-622-4406 Email:
dbausch@leo.vsla.edu

Name:

--------------------------

Address:

Phone: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Fax:

Email: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

I would like to serve on the following committees:

Education and Publications
Government Relations
_ _ Membership

___ Nominating
- - Placement

_ _ Program
Scholarship

Newsletter and Pubic Relations
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Secretary: Ballot - Officer election

(Secretary Notes: Letter is on SEAALL Letterhead; reproduce on colored paper)

19 January 1998
Dear SEAALL Member:
It is time to elect those SEAALL officers who will take office at the end of the SEAALL Annual
Business Meeting on March 14, 1998. Article Ill, Sec. 2 of the Bylaws specifies that elections are to
be held by mail ballot in February of each year. For 1998/99, the two positions to be filled are Vice
President/President-Elect and Secretary. Biographical information for each ofthe candidates is enclosed
with this ballot. The ballot is attached to the bottom of this letter.
To vote, please follow these instructions:
•
•
•
•

Mark the ballots. Ballots not clearly marked will not be counted.
Detach the ballots from this letter and from the Explanation of Proposed Amendment to the Articles
of Incorporation.
Return them in the enclosed pre-addressed envelope. Do not put anything else in the envelope with
your ballots.
Mail the envelope postmarked no later than 16 February 1998. Ballots received with later postmarks
will not be counted.

Sincerely,

Connie Matzen
SEAALL Secretary

Cut here and insert in pre-addressed white envelope

-----------------------------------------------------------------------------------------------------------------Vote for one candidate for each office by placing a mark on the line following the name:

VICE PRESIDENT/PRESIDENT-ELECT: Steve Hinckley _ _

SECRETARY: Pauline Aranas - - -

Diana Osbaldiston - - -

1.10

Terry Long _ __

J

Secretary: Ballot - Articles and/or Bylaws amendment

(Secretary 's Notes: Reproduce on paper that is a different color from the Officer election ballot letter)

PROPOSED AMENDMENT TO THE ARTICLES OF INCORPORATION
February 1998 Election

The Executive Board proposes that the Virgin Islands be added as a jurisdiction within the territory of
the Southeastern Chapter of the American Association ofLaw Libraries. Law librarians from the Virgin
Islands have attended SEAALL meetings in the past, and have expressed an interest in formally including
the Virgin Islands within SEAALL. As the AALL chapter which already includes Puerto Rico,
SEAALL is the logical AALL chapter to which h'brarians from the virgin Islands would belong.
It is proposed to amend The Articles of Incorporation, Article IV (Members), paragraph 3 to read as
follows by adding the underlined language:
The Southeastern Region includes Puerto Rico, the Virgin Islands, the District of Columbia, and
the following states: Alabama, Florida, Georgia, Kentucky, Louisiana, Mississippi, North
Carolina, South Carolina, Tennessee, Virginia, and West Virginia, and such other states as may
be added.
In order for the amendment to pass, 2/3 of those voting must vote yes, in favor of the proposal.
To vote, follow the instructions in the Election Letter (Green paper)

Cut here and insert in pre-addressed envelope

-----------------------------------------------------------------------------------------------------------------The Virgin Islands should be added to the Southeastern Region of the American Association of Law
Libraries (SEAALL).
Yes - - - - - -

No - - - - - - -
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Secretary: Candidate biographical information

(Secretary Notes: Try to fit all candidates on 2 duplex pages; list candidates alphabetically; reproduce
on a different colored paper from ballots)
(&litor 's Note: Only one sample is reproduced here. Obviously a form should be prepared for each
candidate.)

BIOGRAPIDCAL INFORMATION

STEVEN D. HINCKLEY (Vice President/ President-Elect)

Current Position: Associate Dean for Research and Technology, George Mason University., Arlington,
VA.
Education: MSLS, The Catholic University of America, 1989; JD, University of Toledo, 1979; BS,
Grand Valley State College, 1976.
Professional Association Activities:
• AALL: AALL/Library of Congress Task force on Validity and Accuracy of Online Legal
Information , 1997 to date; Program Speaker, "Managing CALR in Law Libraries," Annual
Meeting, 1996; Moderator, "Net Gain: Learning to Bank on the Internet," Annual Meeting, 1995 ;
•

•
•
•

•

SEAALL: Program Speaker, "Connecting to the Future: Integrating Technology into the Law
Library," Annual Meeting, Richmond, 1995 ; Program Speaker, "Prisoner Access to Law
Libraries," Annual Meeting, Callaway Gardens, 1992 .
Virginia Association of Law Libraries: Chapter President, 1988-1989.
Publications:
*Americans With Disabilities Act Bibliography* (To be included in forthcoming book

Otherwise Qualified).
•

"The Case for Law Librarians (AALL Conference Report)," Library Journal, pp. 143-45 (Sept .
1, 1992).
"Computer Networking at the University of Richmond School of Law: Preparing Tomorrow's
Lawyers to Succeed in a Technological World," 9 The CALI Report 3,5 (Spring 1992).
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J

Secretary: Election cover Jetter

(Secretary's Notes: Letter is on SEAALL Letterhead; reproduce using colored paper)

19 January 1998
Dear SEAALL Member:
It is time to elect those SEAALL officers who will take office at the end of the SEAALL Annual
Business Meeting on March 14, 1998. Article ill, Sec. 2 of the Bylaws specifies that elections are

to be held by mail ballot in February of each year. For 1998/99, the two positions to be filled are
Vice President/President-Elect and Secretary. Biographical information for each of the candidates
is enclosed with this ballot. The ballot is attached to the bottom of this letter.
Also to voted upon at this time is a proposed amendment to the Articles of Incorporation. See the
separate Announcement and Ballot (white paper).
To vote, please follow these instructions:
•
•
•
•

Mark the ballots. Ballots not clearly marked will not be counted.
Detach the ballots from this letter and from the Explanation of Proposed Amendment to the
Articles of Incorporation.
Return them in the enclosed pre-addressed envelope. Do not put anything else in the envelope
with your ballots.
Mail the envelope postmarked no later than 23 February 1998. Ballots received with later
postmarks will not be counted.

Sincerely,
Connie Matzen
SEAALL Secretary

Cut here and insert in pre-addressed white envelope

-----------------------------------------------------------------------------------------------------------Vote for one candidate for each office by placing a mark on the line following the name:

VICE PRESIDENT/PRESIDENT-ELECT: Steve Hinckley _ __

SECRETARY: Pauline Aranas - - -
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Terry Long _ __

Diana Osbaldiston - - -

Secretary: Minutes - Business meeting

(Editor's note: These minutes have been shortened due to space considerations)
(Secretary"s note: The information recorded is not necessarily in the chronological order in which activity occurred The
minutes merely record what happened in a coherent manner, meaning that sometimes events are recorded under the
appropriate agenda item, even if discussion occurred at another time)
SEAALL BUSINESS MEETING MINUTES
JULY 21, 1997 - BALTIMORE, MD
President Donna Bausch called the meeting to order at 5:05 P.M

Introductions and Comments:
Michael Petit thanked the Chapter for its donation to the AALL Memorial Fund in Mary Cross' name.
The chapter welcomed June Stewart, the new director of the new Appalachian School of Law in Grundy, VA.
President Bausch thanked the more than 70 individuals who have volunteered to serve on SEAALL committees this year.
Officers' Reports:
Secretary
The Minutes of the 1997 Annual Business meeting held April 19 were published in the Southeastern Law Librarian. A
motion to dispense with the reading of the Minutes was made, seconded, and passed The Minutes were approved
Treasurer:
Ladd Brown reported that the Chapter is solvent, with a June 30 balance of over $36,000. A copy of the Treasurer's Report
is attached to these Minutes. The proposed budget for the 1997-1998 year has been approved by the Board

Future SEAALL Meetings- Sites and Plans
•

Scheduled: 1998 - New Orleans (March 11-14)
Cathy Lemann described conference and room arrangements for the Monteleone Hotel, in the French Quarter. The
hotel room rate is $135.00 for either a single or double room. The opening Reception will be at the Historic New
Orleans Collection, two blocks from the Monteleone. Friday night's activity may be a "Rock and Roll" zydeco
dance excursion outside of the French Quarter.

._,/

Committee Reports:
Articles and Bylaws - Jim Heller announced that an article and a bylaw adding the Virgin Islands to SEAALL's jurisdiction
will be proposed
Education and Publications -Anne Klinefelter reported.thatJohn Hokkanen has offered to host SEAALL's proposed website.
AALLNET also has space to host it. The Board needs to consider whether we want to provide links to commercial sites.
In addition, the committee will oversee the updating of the Practice Bibliography Series which covers states and
jurisdictions within the Chapter, act as a clearinghouse for educational programs offered by other chapters.
Government Relations - This committee has sent a letter to the Clerk of the Tennessee Supreme Court regarding the state's
proposed uniform citation system.
New Business
Life Membership for Steve Huang - Diane Osbaldiston read a letter from the University of South Carolina Law School Library
staff proposing life membership for Steve Huang, in accordance with Article I, Section Le of the Bylaws. The letter was
considered to be a motion, which was seconded, and passed unanimously. Congratulations, Steve.
The meeting was adjourned at 5: 18.
Respectfully submitted,
Connie Matzen, Secretary

__J
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Secretary: Minutes - Executive committee meeting

(Editor ·s note: portions of these minutes were deleted due to space consideration. formatting is le.ft to the discretion of the
secretary: content should be as complete as possible)
SEAALL EXECUTIVE BOARD MEETING MINUTES
JULY 20, 1997 - BALTIM ORE, MD

Present: Donna Bausch, Sue Burch, Connie Matzen, Ladd Brown, Jun Heller as members of the Executive Board, and various
Committee Chairs. President Donna Bausch called the meeting to order at 5:00 P.M
Old Business:
Minutes from Tallahassee Board Meeting: The minutes of the April 18, 1997 Executive Board Meeting were approved as
distributed for review.
1997 Annual Meeting - Tallal1assee - Final Report: With 160 paid registrants and other attendees, approximately 200 were
registered. After all expenses were paid, the meeting made $7500 in profit. One outcome of the meeting for the Chapter
is the new Guide for Local Arrangements, prepared by Alva Stone, which will be distributed to future Local Arrangements
Committee chairs.

Future SEAALL Annual Meeting Sites: 1998 - New Orleans. Carol Billlings reported for Cathy Lemann that we will meet
March 11-14, 1998 at the Monteleone Hotel, in the French Quarter. The hotel rooms will be $135.00, double or single. The
opening Reception will be at the historic New Orleans Collection, two blocks from the Monteleone. Friday night, there may
be a "Rock and Roll" zydeco dance excursion outside the French Quarter. It was moved, seconded, and passed that we
accept NOALL's proposal for a joint SEAALL/NOALL Meeting. Profits or losses will be split according to the ratio of the
two chapters' memberships as of January 1, 1988.
New Business
Treasurer's Report: Ladd Brown presented the Report, which is attached The proposed budget as prepar.ed by Donna Bausch
was adopted, with one change: The amount to be awarded for scholarships was increased by $500 to $4000.

Comments from Jim Heller
Virgin Islands - As Chair of the Articles and Bylaws Committee, he proposed to draft language adding the Virgin Islands as
a member jurisdiction of SEAALL. The Board approved this proposal.
Life Membership: Our criteria are not very specific, and the Membership Committee will review them to possibly require more
notice of a nomination before the Board meets, as well as more information about the individual's contribution to SEAALL.
Procedures might be changed to require the Membership Committee, not the nominating group, to make the presentation
to the membership at the Business Meeting. During discussion, it was.pointed out that more restrictive criteria actually
makes it more of an honor to receive life membership, and that the membership might be polled for criteria suggestions.
Scholarships: Pam Deemer brougllt up discussion about what should be required of scholarship recipients; in other words, what
they should give back to the Chapter for the scholarship that they receive.
Governn1ent Relations Committee: Individual members of the committee.sent letters to the Clerk, Tennessee Supreme Court
regarding the adoption of a uniform system of citation. A formal letter was also sent, though past the comment deadline.
Announcements
Law Librarian Salary Information - Request from Charlotte Corporation - First Union had just decided to hire their first law
librarian and desired salary information. They called SEAALL. Donna had the opportunity to reply to this request.

The Meeting was adjourned at 6:20 P.M
Respectfully submitted,
Connie Matzen
Secretary
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Secretary: Annual meeting site nomination form

SEAALL ANNUAL MEETING SITE NOMINATION FORM
In order for the SEAALL Board and committees to adequately plan the local arrangements for annual
meetings, nominations for sites are requested several years in advance. The nomination must be made
by a group willing to act as the local arrangements committee, should the nomination be accepted. A
representative of this group should fill out the following form and forward it to the Secretary for
submission to the Board.
Proposed Site, and Year:
List the names, addresses, and phone numbers of those putting forth this proposal:

Why this is a great place for SEAALL to meet: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Proposed Dates (List 1st, 2d, 3rd choices, keeping in mind any conflicts with Easter or Passover):

Estimated Hotel Room Rates:

-----....,...C..--'----~-"'--------------

Describe transportation options to the site:

---------------------

-----------------------------------------------------------------------------------------------------------Send this form to: Connie Matzen
SEAALL Secretary
Smith, Anderson
P.O.Box 2611
Raleigh, NC 27602-261 l
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Secretary: Annual meeting site nomination newsletter article

Even though SEAALL has three great meeting locations lined up, the Executive Board is already wondering
where we will be meeting in the year 2001 and thereafter. The 2001 Meeting is to be a joint meeting
with the SHALL Chapter. We have received several nominations for 2001 . Do you know of a
wonderful place in your area? Talk to your colleagues, fill out this form, and let the Board know about
your proposal To help you get started, here are the sites for 1991 through 2000:

1991
1992
1993
1994
1995

Tuscaloosa, AL
Callaway Gardens, GA
Charleston, WV
Asheville, NC
Richmond, VA

1996
1997
1998
1999
2000
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Austin, TX
Tallahassee, FL
New Orleans, LA
Knoxville, TN
San Juan, Puerto Rico

Treasurer: Dues Notice

SOUTHEASTERN CHAPTER OF THE
AMERICAN ASSOCIATION OF LAW LIBRARIES, INC.

FEI #58-1592266

July 1, 1999 - June 30, 2000

INVOICE - ANNUAL MEMBERSHIP DUES

Check membership category:
_ _ _ _ Institutional. Any institution may designate members. Membership resides with the
institution. Dues are $20 per designee ($200 maximum). New members please use reverse side for
address information.
_ _ _ _ Individual. Anyone connected with a law library within the Chapter !lrea. Membership
resides with the individual. Dues are $20. New members please use reverse side for address
information.
_ _ _ _ Associate. Any person, company or institution anywhere, not connected with law libraries,
or connected with law libraries outside the region. Dues are $20. New members please use reverse
side for address information.
_ _ _ _ Student. Anyone enrolled in library school within the region. Dues are$ l 0. New members
please use reverse side for address information.

Are you a member of AALL?

No - - -

Yes - - -

Current Members - Make any necessary corrections to your entry.
Address is used for mailing labels and for SEAALL Directory.

*

*

Mail form to:

*

*

*

*

*

*

*

Sally Wambold, SEAALL Treasurer
University of Richmond School of Law Library
Richmond, VA 233173
1.19

*

*

*

*

New Member Address Information. Please duplicate if more entries are needed.
Address is used for mailing labels and for SEAALL Directory.

Membership Category: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Name:
Address:

-----------------------

Phone:

Fax: - - - - - - - -

E-mail:

-----------------------

Membership category: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Name:
Address:

-----------------------

Phone:

Fax: - - - - - - - -

E-mail:

-----------------------

Membership Category: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Name:
Address:

-----------------------

Phone:

Fax: - - - - - - - -

E-mail:

-----------------------
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Treasurer: Financial Statement - Quarterly

Treasurer notes: (For distribution at a chapter meeting, original may be produced on letterhead)

Southeastern Chapter
of the American Association of Law Libraries, Inc.
FINANCIAL STATEMENT
May 1, 1995 - July 10, 1995

$ 6,658.06

OPENING BALANCE

ADD INCOME
Dues
Interest
1995 Joint Meeting

$6,110.00
29.74
$5,915.86

TOTAL INCOME

$12,055.60
$18,713.66

DEDUCT EXPENSES

._J

Scholarship ( 1)
Newsletter - Printing ( 1)
Returned dues check
Bank charge for returned check
Election -- Ballot envelopes
Dues invoice/Committee volunteer form
Duplication
Postage

$280.00
$398.96
$20.00
$5.00
$16.13
$63.25
$208.96

TOTAL EXPENSES

$992.30

CLOSING BALANCE
Cash at bank

$17,721.36

Respectfully submitted
Kathy S. Heberer,
Treasurer
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Treasurer: Financial Statement - Annual

Treasurer notes: (For distribution at a chapter meeting, original may be produced on letterhead)
Southeastern Chapter
of the American Association of Law Libraries, Inc.
ANNUAL FINANCIAL STATEMENT
April 1, 1991 - March 31, 1992

$2,340.89

OPENING BALANCE
ADD INCOME
1992 Conference Registration Fees
1992 Vendor Support
1992 Chapter Contributions
1991 Chapter Contributions
Dues
Newsletter Advertising
Certificates of Deposit
Interest -- CD's and Checking Account

$9,205.00
1,450.00
600.00
885.00
5,315.00
325.00
7,000.00
695.35
25.475.35
27,816.24

TOTAL INCOME
DEDUCT EXPENSES
Accounting/fax Return
1991 Loss-Annual meeting
1991 Copyright Institute
1991 Reception (New Orleans)
1994 Chapter Meeting -- Hotel deposit
Newsletter
Postage
Stationery
Printing
Scholarships
Sundry Expenses

336.25
299.02
729.15
2,090.21
250.00
774.70
701.79
143.10
1,003.15
2,800.00
235.46
9,363.43

TOTAL EXPENSES
CLOSING BALANCES
Cash at Bank
Certificates of Deposit*

18,452.81

TOTAL

$21 ,452.81

3,000.00
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Committees: Budget report

.__,I

Memorandum

To:

_ _ _ _ _ _ _ __, SEAALL President

From:

Hazel Johnson, Handbook Editor

Re:

Handbook Editor Anticipated Expenses 1998-1999

Date:

February 28, 1998

Following are the expenses I anticipate incurring to produce the 1998-1999 revisions to the
SEAALL Handbook.

Photocopies

Photocopies

Complete Revision
200 pages@ .05 per page x 22 copies

$230.00

Summer update
200 pages @ .05

11.00

Binders

Style undecided

50.00

Divider tabs

20 sets x .99

Postage

Initial distribution ( 5? X $4)

20.00

Postage

Summer update (20 x .75)

15.00

21.00

$347.00
These numbers are dependent upon the individual costs of the type of binding chosen. I'll examine
all reasonably priced options. The number of handbooks mailed will be dependent upon the number
of folks who don't attend the chapter meeting. It may not be necessary to produce a summer
supplement if there is no significant activity during the chapter business or executive committee
meetings. I've included tax and rounded most numbers up.
Let me know if you need additional information.

1.23

._,/

Conunittees: Expense Reimbursement memo - Budgeted expenses

MEMORANDUM

TO:

SEAALL Treasurer

FROM:

SEAALL Secretary

DATE:

January 17, 1998

RE:

Request for Reimbursement of Expenses Associated With 1998 Ballot Mailing

Listed below are the expenses incurred in relation with the recent SEAALL ballot mailing. Receipts are
attached. Please make check payable to Smith Anderson Blount Dorsett & Jernigan and mail to Connie
Matzen, Smith Anderson, Blount et al; P. 0 . Box 2611 ; Raleigh, NC 27602-2611.
Postage
Return Address Stamp
Plain Envelopes (Large and Small)
Photocopies of the Ballot
Photocopies of Candidates' Biographies

$123.45
13.50
33.69
54.00
183.47

Total

$457.84

Thanks.
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Committees: Annual committee report -- sample 1

Program Committee - 1996-97

.___)

The Program Committee started early on its task of creating programming for the annual meeting to meet
the needs of all of our members, whatever their area of specialization or type of library. The Committee
first met at the Annual Meeting last spring in Austin to identify possible themes and program topics.
Shortly thereafter, committee members ranked their preferences and a list of desired programs was
identified.
Next, committee members selected the three programs they would most like to coordinate and moderate.
Each committee member was allocated two programs from their lists for which they were to identify and
locate speakers and refine program descriptions. Although the programs which will be held in Tallahassee
differ somewhat from our original lists, it was essential that we begin this process early enough to allow
time for unforeseen intervening events. Coordinators handle everything from obtaining biographical
information and equipment needs form speakers to drafting a program description for insertion in the
preliminary program Service on the Program Committee is among the most demanqing and rewarding
available to SEAALL members.
We operated with the guiding principle that we should select SEAALL members as pr~senters whenever
possible, for budgetary reasons. The Annual Meeting registration fee is a function of the local
arrangements and program committees determining - in concert - a level at which programming and social
activities can be provided at a reasonable cost to our members. Each year's annual meeting is in large part
defined by its venue, both in terms of expenses and programming limitations. The SEAALL Handbook
provides detailed information on dates and deadlines as well as more specific guidelines for future program
committee chairs.

J

After a year ofhard work, brainstorming and lots of creativity, persistence and flextbility from committee
members, the fruits of our labors are 17 educational programs and a full day communications institute,
coordinated by Kathy Crosslin of LEXIS- NEXIS.
A total of33 speakers will be sharing their expertise during the annual meeting. Without the energy and
commitment of each of the following committee members these programs would not h~e been possible.
They will serve as coordinators and moderators at the Annual Meeting and deserve the gratitude of
everyone who is in attendance at the Annual Meeting.
Rhea Ballard-Thrower (Georgia State University)
Kathy Crosslin (LEXIS/NEXIS) Atlanta, GA
Edna Dixon (Georgia State University)
Thomas R. French (University ofNorth Carolina at Chapel Hill)
Catherine Lawman (Law Library of Louisiana)
Ebba Jo Sexton (University of Kentucky)
Lisa Williams (Parker, Poe, Adams & Bernstein) Raleigh, NC
Donna Bausch (Norfolk Law Library), Chair
._/
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Committees: Annual committee report -- sample 2

Southeastern Chapter of the American Association of Law Libraries
GOVERNMENT RELATIONS COMMITTEE
ANNUAL REPORT, 1996-97
The 1996-97 Government Relations Committee consists of Timothy Coggins (Chair), Kelly Browne, Karin den
Bleyker, and Sandra Dyer. The Committee continued its monitoring and review of state legislative, judicial and
administrative developments in the various states in the Southeastern Chapter. Each committee member was
assigned several states to monitor. The Committee also continued the writing of articles for The Southeastern Law
Librarian.
The Committee completed two major projects that started during the 1995-96 year: a Governm~ Relations Policy
for the Southeastern Chapter and a brochure discussing effective lobbying techniques with helpful hints. Both
items were reviewed by the SEAALL Executive Board and were revised based on comments from the Executive
Board members. The brochure was included in an issue of The Southeastern Law Librarian; the policy has not
appeared in the newsletter yet. Copies of both items will be available for distribution at the 1997 SEAALL Annual
Meeting in Tallahassee. The Committee also completed a charge for itself and identified a list of eight projects that
it would nndertake during the 1996-97 year. The projects are listed below with notes regarding the status of the
projects.
1. Complete a SEAALL Government Relations Policy. (Completed)
2. Create and distribute a brochure describing the most effective methods to participate in the political process.

(Completed)
3. Monitor various publications and electronic discussions lists to state abreast of activities in various states.
(Completed)
4. Team up with general state library organizations to participate in Legislative Day activities in the states. (Not
done)
5. Draft form letters and inform members how to customize the letters about particular issues as appropriate. (The
Committee has not completed this project, but the Committee did draft letters about pending federal legislation
for the President and the Chair of the GRC to submit on behalf of the Chapter.)
6. Write and submit an article relating to government relations for each issue of the Southeastern Law Librarian.
(Articles submitted for several issues, but not all.)
7. Participate with law librarians in individual states on the drafting and lobbying for proposed legislation. (Not
done)
8. Present programs at the SEAALL Annual Meeting about government relations issues. (Committee, working
with Program Committee Chair Donna Bausch, is sponsoring a two-part program at the 1997 Annual Meeting
in Tallahassee. The program, "Speaking Up and Speaking Out: Public Relations and Lobbying Skills for
Librarian," includes Sally Gardner Reed, the Director of Libraries, Norfolk Public Library, and Mary Alice
Baisch, Assistant Washington Affairs Representative for AALL. They will discuss issues ranging from
building a support/power base for the librarian to lobbying for legislation.
The Committee also completed a section about the Government Relations Committee for the Chapter Handbook
revision. The Committee members appreciate the opportl.lllity to serve this year and look forward to a successful
program at the SEAALL Annual Meeting.
Respectfully submitted,
1996-97 Government Relations Committee
Timothy L . Coggins, Chair
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Government Relations Committee: Lobbying brochure

Information is power; knowledge is power
Americans and librarians must 'M'.>rk v-.;th elected officials to help ensure the free flow of library materials and access to information in all
formats. If~ are n~t part of the solu_tion, we are part of the problem. All citizens have a choice; we can 'M'.>rk v-.;th our legislators to promote
and protect information access and intellectual freedom , or we can be silent on critical issues. If we choose not to act, we v,.;11 lose.

Let's choose to actl
Write a letter. Pay a visit. Make phone call. Send a message. Voice/vote your concerns on information issues.

Letters

Telephone Calls

A letter is one of the most effective means to convey
your opinions and beliefs to elected representatives.
Letters do not necessarily have to follow a particular
style; they can be formal or informal, typewritten or
legibly handwritten. Form letters are also acceptable.
An effective letter states the issue, provides good
examples to support your point of view, and most of
all , is free of unnecessary verbiage and emotional
outpouring. Whenever appropriate, such as when
writing on behalf of an institution, use letterhead paper;
otherwise use a good quality writing paper. Faxing
your letter can ensure receipt in a timely manner.

A telephone call to your representative's office is an
effective means of expressing your views, even if your
representative is not available. Staff log the nature of the
calls that are received, and they are interested in hearing
your viewpoint on current issues. Time your call so that
it will have the most impact.

Personal Visits
Personal visits are a very powerful means of voicing
your opinions. Be sure to make an appointment in
advance of your visit. Make sure that you are wellinformed about the issues. If your representative is not
available, you should discuss your concerns with a
member of his/her staff.
Staff
are quite
knowledgeable, and they wil! brief the representative of
their contacts with constituents. Be sure to leave your
card and any written information you have prepared.
Follow up your personal contact with a thank you letter.

E-mail
One of the most popular means of communication today
is electronic mail or "e-mail." If your representative has email, it may be convenient to send a message in support
of or in opposition to proposed legislation. There are
many resources available to find out if a legislator has an
e-mail address. Do not use all capital letters when
communicating via e-mail because it is perceived as the
equivalent of shouting. Remember to review carefully
your entire message before sending it.

World \Nide \Neb
The World Wide Web or "Web" is that portion of the
Internet that has the ability to link information resources
and to combine text, images and sound . By using a
browser you can explore resources at Web sites that
contain a wealth of information from U.S. Supreme
Court decisions to federal and state legislation . You
may access the Web through an internet services
provider.

Suggestions for Effective

Communication
• Use the proper form of salutation and closing .
• Include your name, address, telephone
number, and e-mail address.
• Be brief and to the point.
• Know the issues.
• Support your opinion with examples
and reasons.
• Be informative and specific.
• Be courteous and reasonable.
• Do not be rude or threatening.
Be assured that each communication will be logge<
by staff. The sentiments expressed will provid1
information to enable your representative t<
interpret the opinions of his/her constituents an<
may determine his/her approach on a given piec1
of legislation.
You may communicate your opinions to 1
committee member If your representative is not or
the committee. Although it may be frowned upor
to contact a representative other than your own , a
times it may be necessary to do so. In both cases
send a copy with a note to your representative.
Courtesy should be observed , as should
common sense when expressing your concerns
and opinions.

Electronic Addresses

Correct address, Salutation and
Closing

E-mail Address
President
President of the United States
president@whitehouse.gov
Vice-President of the United States
vice.president@whitehouse.gov

The President
The White House
Washington, DC 20500
Dear Mr./Ms. President:
Very respectfully yours,

Web sites and e-mail address directories
Vice-President
Senate
(includes a directory of e-mail addresses)
http://www.senate.gov

The Vice-President
The White House
Washington, DC 20500

House of Representatives
(includes a directory of e-mail addresses)
http://www.house.gov
The President's Cabinet
http://www. whitehouse.gov/WH/Cabi net/
html/cabinet_links.html
xlndependent Federal Agencies and
Commissions
http://www.whitehouse.gov/WH/
lndependent_Agencies/html/independent
_links.html

Dear Mr./Ms. Vice-President:
Sincerely yours,
Senator
The Honorable John/Jane Doe
United States Senate
Washington, DC 20510
Dear Senator Doe:
Sincerely yours,
Representative

Federal Judicial Center
http://www.fjc.gov/
Library of Congress
Thomas (Legislative information on
the Internet)
http://thomas.loc.gov/
Four11
(free internet white page directory)
http://www.four11 .com/

For additional copies contact:
Sandra Dyer

The Honorable John/Jane Doe
House of Representatives
Washington, DC 20201

PARTICIPATE:
BE A PART
OF THE PROCESS
As the nation and librarianship enter the
"Information Age" access to information In
all formats by all citizens remains crucial.
Librarians must help to preserve this
access through the active exchange of
information and ideas with our elected and
appointed representatives. If we do not
participate in the process and communicate
our needs, we risk losing access to
valuable information resources.
Freedom of expression and the "right to know''
do not perpetuate themselves on the basis
of history alone. They are protected only
as long as citizens are willing to focus
energy and concerns on information access
issues.
The involvement of librarians and citizens in
information legislation, through elected
representation, safeguards intellectual
freedom now and preserves this freedom
for citizens who follow us.

Dear Mr./Ms. Doe:
Sincerely yours,
Cabinet Member
The Honorable John/Jane Doe
The Secretary of
Dear Mr./Madame Secretary:
Sincerely yours,

(919) 962-1207
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Produced by
Government Relations Committee
The Southeastern Chapter of
the American Association of Law Libraries

- - -- - - - - -- - - - - Local Arrangements:: Registration Fee Submission to Treasurer

Payments Received for SEAALUNOALL 1998 Annual Meeting & Institute
Submitted to SEAALL Treasurer,_ _ _ _ _ _ _ _ , 1998

Check Amt./Payor

Member@$135

NonMem@$160

NOTES:

1 29

Mem.lnst.@ $45

Non Inst. @ $55

-

Membership Committee: Membership Brochure
Chapter Brochure
&
Membership Information
What are the Benefits of Membership?
,. interaction among those interested in quality law library
services;
,. Subscription to Southeastern Law Librarian and a directory
to promote networking with other members,
,. opportunities to develop leadership skills;
,. workshops, educational institutes, and annual meetings;
,. knowledge of library developments in the region and on the
national level ;
,. individual voting rights and full participation in the
governance of the Chapter.
Mail check and application to:
SEAALL
University of Kentucky Law Library
620 South Limestone
Lexington, KY 40506-0048
What is SEAALL?
,. an active professional organization composed of court, law
firm, corporate, and academic law librarians and others
interested In law librarianship;
,. an association of Individuals committed to providing legal
information services;
,. a group of over 500 individuals from eleven Southeastern
states and Puerto Rico (Alabama, Florida, Georgia,
Kentucky, Louisiana, Mississippi, North and South Carolina,
Tennessee, Virginia, Washington D.C. and West Virginia);
,. an official chapter of the American Association of Law
Libraries.

,.
support both formal and informal networks
of law librarians and libraries.
,.
holds a Spring Annual Meeting to address
issues affecting the Chapter and to address topics
of interest for the librarians in the Chapter;
,.
conducts educational institutes yearly to
inform the membership of recent developments in
law librarianship;
,.
provides an opportunity to exchange ideas
and expertise in matters such as cataloging,
information access, administration and reference
services;
,.
publishes Southeastern Law Librarian, a
quarterly newsletter devoted to the discussion of
chapter news and topics affecting law libraries;
,.
awards Lucile Elliott Scholarships each
year to assist members with costs associated with
the attendance at professional meetings.
,.
operates a placement service;
,.
preserves archival and historical materials
about the profession of law librarianship;
,.
develops and trains leaders in the
profession of law librarianship;
,.
functions through its active committees:
Articles and Bylaws
Education and Publications
Government Relations
Local Arrangements
Membership
Newsletter and Public Relations
Nominations
Placement
Program
Scholarship
Special Committee on Service
to the Chapter

What are the goals of SEAALL?
,. promote law librarianship;
,. develop and increase the usefulness of law libraries,
particularly those in the Southeastern area of the United
States;
,.
provide a forum for the exchange of ideas and a
discussion of issues affecting library libraries;
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Application for Membership
Name:
Address:
Telephone:
Fax:
E-mail:

Type of Membership (check one):
o Individual : any person connected with a law
library and follows the person if she/he changes
libraries
Dues: $20.00
o Associate: any person, company and institution
not connected with law libraries, residing in or
outside the Southeastern region , or connected witt
law libraries but residing outside the region.
Dues: $20.00
o Student: any person officially enrolled at least
half-time in a degree program related
to law librarianship.
Dues: $10.00
o Institutional: any library or firm which in turn
may designate any member of its staff. This
membership lies with the institution rather than the
person and
designated members may change as staff
changes.
Dues: $20.00 per designated member with a
maximum of $200.00 per institution.
List members below:

Make all checks payable to:
Southeastern Chapter of AALL

Membership Committee: Mentor/Mentee Form

MENTOR/MENTEE PROGRAM PARTICIPATION FORM
The SEAALL Membership Committee is soliciting experienced or "senior" members to participate in a mentor program for the Annual
Meeting. The Committee will match each seasoned member (mentor) with a SEAALL newcomer (mentee). There will be time at the
Opening Reception for mentors and mentees to get together. The mentor might also meet the new member for coffee, introduce
him/her to other members, and generally give the newcomer any help or guidance the two agree upon.
Please provide the following information:
I am interested In becoming a:

Mentor

Mentee

Name _ _ _ _ _ _ _ _ _ _ _ _ _ _ Job Title _ _ _ _ _ _ _ _ _ _ _ __
Institution _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Address _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
City, State, Zip _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Phone _ _ _ _ _ _ _ _ Fax _ _ _ _ _ _ _ _ E-mail _ _ _ _ _ _ _ _ __
Type of library I work in:
Academic _ Corporate_ Law Firm _
Independent_ Other_

Public Law_ Government_

My primary responsibility is: Everything (one-person library) _
Technical Services
Reference/Research
Other _ _ _ _ _ _ _ _ _ __
How long have you been a SEAALL member (new members only)? _

years/ _months

To Mentees: If you have a preference for being matched by type of library, area of responsibility, geographic area, or any other
method, please indicate:

Please return a copy of this form by FEBRUARY 16, 1998 to:
Jack Bissett
Washington & Lee University
School of Law Library
Lexington, VA 24450-0303

Any questions, please call or e-mail at:
(540) 463-8546 jpb@fs.law.wlu.edu
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Membership: New member letter

October 29, 1998

Mr. Kevin-Andrew Cronin
Alston & Bird
Atlantic Center
11201 W. Peachtree St.
Atlanta, GA 30309-3424
Dear Kevin-Andrew:
On behalf of the Southeastern Association of American Law Libraries, may I welcome you to SEAALL! I
received your name as a new member and would like to invite you to become active in our organization.
Our annual meeting is in Knoxville, Tennessee this year, scheduled for April 14-18. Mark those dates on your
calendar, for I hope to see you there. Your membership dues include mailings of our newsletter and any
meeting information. I will be contacting you again as the meeting gets closer. We like to greet new members
together before the Opening Reception begins to provide you with an opportunity to meet other members.
If I can answer any questions you have, please don't hesitate to call, write or e-mail me. I will be most happy to
provide you with any information you may need to know about SEAALL.

Sincerely,

Nona Beisenherz, Chair
SEAALL Membership Committee
Phone: (504) 861-5641
beisen@loyno.edu
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Newsletter/Public Relations Committee: Advertising invoice

J

The Southeastern Law Librarian -

Invoice

newsletter of the Southeastern Chapt
of the American Association of Law
Libraries

Invoice Number:
Date:

To:

Ship to (if different address):

QTY.

DESCRIPTION

UNIT PRICE

TOTAL

THANK YOU FOR YOUR ADI
Please send payment to:
SEAALL Treasurer
University of Kentucky Law Library
620 South Limestone Street
Lexington, KY 20506-0048

-.J
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Placement Committee: Employee/Employer form

SEAALL Placement Services at New Orleans
Take advantage of the opportunity as a job seeker to find a position in a new organization, or as an employer to fill a vacant
position in your organization. The Placement Committee wll be available to help coordinate your employment activities during
the annual meeting to be held March 11-14, 1998. Complete the applicable form below and mail by March 1, 1998 to:

Dee Wood; University of Kentucky Law Library; 620 S. Limestone St; Lexington, KY 40506-0048

Candidate Form
Name:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Date Available:._ _ _ _ _ _ _ _ _ _ _ _ __

Preferred Area of Employment (Check All That Apply): Acquisitions___ Administration. _ __
Cataloging,___
Collection Development
Electronic Resources ___
Archives ___
Government Documents___ Interlibrary Loan/Document Delivery
Reference _ __
Systems___ Serials _ _ _ Other _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Academic _ _ _ Law Firm _ __
Prison - Preferred Library Type (Check All That Apply):
County/State___ Corporate._ __ Other_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Degrees (List All): _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Salary Range Desired (Optional): _ _ _ _ _ _ _ Location Preference (Optional): _ _ _ _ _ __

***Include 3 Copies of Your Resume, Current Address and Phone Number VVith This Form***

Employer Form

Organization:

------------------------------------

Location:·- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Position Title:· - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Salary Range:

-----------------

Date Available:. _ _ _ _ _ _ _ _ _ _ __

Contact Person: ___________________ Telephone:, ____________
Address:. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _Will you be interviewing
__________________ at the Annual Meeting in
__________________New Orleans?
__________________Yes.___
No_ __
***Include 3 Complete Position Descriptions/Announcements VVith This Form***
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Program: Budget/Expense Report

SEAALL Annual Meeting Budget/Expense Report
Income & Expense Statement
Income

Institute Registration
Member
Non-Member

25
8

45
55

$1 ,125

Annual Meeting Registration
Member
Non-Member
Student
Per Day
Late Fee
Opening reception
Luncheon
Cabildo reception
Total

201
23
3
5
4
25
12
32

135
160
45
30
25
21
26
33

$27,135
$3,680
$135
$150
$100
$525
$312
$1,056

Exhibitor Registration

12

Contributions

6000

$440

$34558
350

$4,200
$6,000

TOTAL INCOME

$44,858

EXPENSES
Meals, Events

$28,517

Local Arrangements

$3,019

Meeting Expenses

$3,500

Outside speakers

$2,106

TOTAL EXPENSES

_J

$37,142

PROJECTED PROFIT

$7,716

_)

_
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EXPENSE DETAIL

Meals, Events
Breakfast & Break - Thursday
Breakfast & Break - Friday
Breakfast - Saturday
Break - Saturday
Friday lunch
Friday lunch flrn.vers
Thursday reception
Cabildo fee
Cabildo reception
Caterer extras
Band
Total MeaVEvents

Local Arrangements
Printing
Postage
Name tags, supplies
Photocopying
Tote Bags
Local Arrangements Total

35
200
185
200
239

16.55
17.76
11 .7
2.85
27.87

240
1000
240

20.56
29.11

544
507.78

850.5
240

3.82

Meeting Expenses
AN Charges

$579
$3,552
$2,165
$570
$6,661
$419
$4,934
$1 ,000
$6,986
$1,001
$650
$28,517

$544
$508
$200
$851
$917
$3,019

$2,537

Contributions
Mathew Bender
WestGroup
Lexis/Nexis
Gaunt
Hein
Rothman
Total

1700
1300
2000
250
450
300
6000

Exhibitors

12

300

$3,600

3

152

$456
$750
$750
$150
$2,106

Outside speakers
Hotel
Airfare
Honoraria
Food, etc.
Total

$5,800
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Program: Institute Registration

1998 SEAALL INSTITUTE
POWER & INFLUENCE: TACTICS FOR SUCCESS

Thursday, March 12, 1998 from 8:30 am - 3:00 pm
Monteleone Hotel

This Institute focuses on building a power base from within and outside one's organization. The
morning session will focus on strategies for within our organizations. Success comes to those
who seek it and the ability to influence others is a skill that allows you to achieve your goals.
The Institute will teach you how to achieve personal and organizational objectives in the face of
competition. Scarce resources and turbulent times require that librarians understand the power
structures of their organizations so that their proposals will be heard and understood by decision
makers.
The afternoon session will focus on building "external" coalitions--getting those folks who have
influence on the decision makers help with the library's advocacy campaign. Building a network
of library advocates is both easier and harder than one might think. Easier because everyone
who benefits from library service is a potential advocate, harder because building a network
requires constant communication and cultivation to keep advocates motivated and active. This
program will show how to design a message that sells, how to identify and recruit powerful allies,
and how to maintain your advocacy network.
FACULTY: Abigail Hubbard, PhD, teaches courses in organizational behavior, environment and
culture in the College of Business at the University of Houston and Sally Reed is the Director
of the Norfolk Public Library and ALA Board Member.

Registration Fee is $45 for SEAALL members; $55 for non-members. This includes all program
materials, a continental breakfast and coffee break; lunch is "on y our own". Payment should be
by check or money order made out to SEAALL and sent, with the completed form below, to:
SEAALL Registration, Catherine Lemann, Law Library of Louisiana, 301 Loy ola Avenue, New
Orleans, LA 70112
POSTMARK DEADLINE is: FEBRUARY 16, 1998

NAME ___________________________________
INSTITUTION _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
MAILING ADDRESS _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Phone _ _ _ _ _ _ __

FAX _________

Are you a SEAALL member?

Yes

No
1 37

E-mail _ _ _ _ _ _ _ _ _ __

Program: Registration form

SEAALL/NOALL Registration Form
SEAALL@NewOrleans.98
March 12 - 14, 1998

Name:
Affiliation:-------------------------------Address: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - City: _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Phone: - - - - - - SEAALL member? Yes

State: _ __ Zip: _ _ _ _ _ _ __

FAX: _______ E-mail: _ _ _ _ _ _ _ _ _ _ _ __
No_

NOALL member? Yes_ No_

Is this your first SEAALL meeting? Yes_ No_

Full Registration (Includes educational programs; Opening Reception; Friday breakfast, lunch and evening at
the Cabildo Museum; Saturday breakfast; and all breaks. Please check if you prefer a vegetarian selection for
the Friday Luncheon . _ _ _ _ .)
Type

Fee

SEAALUNOALL member

$135

Non-Members

$160

Students (no meals)

$45

Late charge for registrations
postmarked after February 16, 1998

Amount Submitted

__)

$25
Subtotal :

Per Day Registration (Educational programs only; tickets to social events may be purchased separately.)
Per Day, all categories

$30

Per Event / Guest tickets
Event

Number

Opening Reception

_@$21

Friday Breakfast & breaks

_@$15

Friday luncheon

_@$26

Friday Reception at Cabildo Museum

_@$33

Saturday Breakfast

_@$12

Total Payment enclosed (payable to SEAALL)

Total

$ _ _ _ _ _ __
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Please check the programs you plan to attend so we can determine the room size needed:
Friday March 13, 1998:
Concurrent Session: A-1

A-2

Concurrent Session: B-1

B-2

Concurrent Session: C-1

C-2

Concurrent Session: 0-1

0-2

Saturday March 14, 1998:
Concurrent Session: E-1

E-2

Concurrent Session: F-1

F-2

Mail this registration form and above payments postmarked no later than February 16, 1998 to:
SEAALL Registration
Catherine Lemann
Law Library of Louisiana
301 Loyola Ave.
New Orleans, LA 70112
Cancellations postmarked by March 1, 1998 will receive a full refund.
No refunds after that date.

Law Libraries Tours: Thursday March 12, 1997

There will be walking tours of law firm and court libraries in the downtown area . Meet in the
Monteleone Hotel lobby promptly at 3:00 p .m. The law libraries at Tulane Law School and Loyola Law
School will be open for touring from 2:00 to 4:00 p .m . They are located in the Uptown area, a street car ride
and short walk away. Directions will be available. There is no need to register in advance for these tours.

Postmark Deadlines
Hotel reservation to Monteleone Hotel by February 11 , 1998
Annual Meeting registration by February 16, 1998
SEAALL Institute Registration by February 16, 1998
Last Day to cancel Meeting or Institute registration for full refund:
March 1, 1998
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Program Committee: Memo to speakers

SEAALL Annual Meeting

TO:

, Speaker

FROM:

, Program Coordinator

Thank you for agreeing to speak at the 1997 SEAALL Annual Meeting in Tallahassee, Florida. The
meeting will be held from April 17-19, 1997. Program slots are 75 minutes in length and you will be
sharing the podium with
You will speak at the following program:
Title:
Coordinator:
Address:

Phone:
Fax:
Email:

--------------

Please complete the attached speaker information form and return it to me (your coordinator) by
December 1.
Thanks again for agreeing to speak, and I look forward to seeing you in Tallahassee in April.
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Program Committee: Speaker information form

SEAALL Annual Meeting
April 17-19, 1997
Tallahassee, Florida
Speaker Information/Acceptance Form
Speaker Name:
Position:
Organization: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Address:
Phone: _ _ _ _ _ _ _ _ __

Fax:

- - - - - - - - - - Email:

Titleofprogram: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Equipment needed:

SEAALL members, whose expenses will not be reimbursed, should make their own travel and hotel
arrangements. Please remember that you are eligible for the SEAALL Lucile Elliott Scholarship to
defray your conference expenses. The deadline for application is November 15, 1996.
Travel arrangements: We will make air reservations for outside speakers. Please contact Alva Stone
with your travel plans by January 30, 1997. Alva Stone can be reached at Florida State University
College of Law Library at 904-644-2881; Fax: 904-644-5216; E-mail: atstone@law.fsu.edu
Hotel arrangements: Ms. Stone will make reservations for speakers who are not members of SEAALL.
SEAALL will pay for lodging, travel and meeting registration for outside speakers. Speakers are
responsible for other incidental expenses.
Expense reimbursement: Outside speakers should submit authorized reimbursable expenses to Ms.
Stone by April 30, 1997. Please note that the meals which are included as part of the conference
registration are not reimbursable.
Brief biographical sketch:

Speakers warrant that their presentation and handouts are their original creations and that a) they have
not been published elsewhere, or2) if previously published, necessary permissions have been secured.
Return this form to your program coordinator by December 1, 1996.
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Program Committee: Speaker/Non-Member expense report

Southeastern Chapter
American Association of Law Libraries
Annual Meeting
Speaker/Non-Member Expense Report
Date: _ _ _ _ _ _ __

Name: _ _ _ _ _ _ _ _ _ _ _ _ __
Meeting Attended:
* DAILY

liXPliNSliS

SUN

MON

TUES

WED

THUR

FRI

SAT

DATES of
TRAVEL

TOTALS

MEALS
Breakfast
l.J.r,ct,

Dimer

HOTEL
TRAVEL
TaJCi, Bus,
Shuttle
Airfare
(Coach)
Parlcing &
Tolls

J

Mileage-

FROM:
TO:
Car Rental
M.lsthave
prior
approval

OTHER
Use
reo,,erse

SIGNATURE _ _ _ _ _ _ _ _ _ _ _ _ __

TOTAL$ _ _ __

Make Check payable to: _ _ _ _ _ _ _ _ _ __

MINUSADVANCE $ _ _ __

Address: _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

TOTAL.DUE / REQUESTED$ _ _ __

APPROVED: _______________

APPROVED: _ _ _ _ _ _ _ _ _ _ __

SEAALL PRESIDENT

SEAALL VICE-PRESIDENT

• Receipts MUST be attached for any expense over $10
- rotal miles@ 29 cents p« mile

RETURN TO: Donna Bausch, Law Librarian, Norfolk Law Library, 1300 Dominion Tower, 999 Waterside Drive, Norfolk, VA
23510 or FAX: 757-622-4406

J
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EXPENSE REPORT
page 2

Explanation of "Other" Expenses:
DATE

AMOUNT

DESCRIPTION

$
$
$
$
$
$
$
$
$
TOTAL

Receipts MUST be attached for any expense over $10
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$ _ _ _ _ _ _ _ __

Program Committee: Program evaluation
SEAALL 1997 ANNUAL MEETING
Program Evaluation
A-1 :
But I Like The Card Catalog & My Old Smith Corona ...
David Shipley, Dean, University of Kentucky College of Law
(Moderator and Coordinator, Ebba Jo Sexton, University of Kentucky Law Library)

Please circle the applicable number below.
Disagree strongly (1 ); disagree (2); uncertain (3); agree (4); agree strongly (5)
1. Program objectives were explained clearly.
1
2
3
4
5
2. The program met the stated objectives.
1
2
3
4
5
3. The presentations were well paced and understandable.
2
3
4
5
1
4. The audiovisual materials enhanced the program.
1
2
3
4
5
NIA
5. The time allotted for the program was appropriate.
1
2
3
4
5
6. Sufficient time was reserved for questions and they were answered thoroughly.
1
2
3
4
5
7. Meeting facilities were adequate and comfortable.
1
2
3
4
5
8. Program content will be useful in my work.
1
2
3
4
5
9. General comments to aid future SEAALL program planners:

10. Which speaker(s) on this program would you recommend to future program planners?

11. What programs/events would you like to see next year in New Orleans?

.J
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Program Committee: Preliminary program

SEAALL@NewOrleans.98
Preliminary Program
Thursday, March 12
8:00
12:00
2:00
3:00
3:30
3:00
4 :00
4:00
5:00
5:00
6:00

am
pm
pm
pm
pm
pm
pm
pm
pm
pm
pm

-

8 :30
6:00
3 :00
4:00
4:30
5:00
5:00
5:00
6:00
6:00
8 :00

am Registration
pm Registration
pm COSELL Board Meeting
pm COSELL Computer Services Roundtable
pm SEAALL Board Meeting
pm Library Tours
pm COSELL Public Services Roundtable
pm COSELL Technical Services Roundtable
pm SEAALL Committee meetings
pm COSELL General Business Meeting
pm Opening Reception & Mentor/Mentee Gathering - Historic New Orleans Collection

Dinner on your own

Friday, March 13
7:00 - 8:15 am

Continental Breakfast

8:30 - 9:45 am

Session I

A-1. Generation X and Legal Education
Billie Jo Kaufman, Nova Southeastern University Law Library, Ft. Lauderdale, FL
Why can't students be like we were perfect in every way? Who are the students we call 'Generation X'? How are
they affecting legal education? Get an intriguing and often humorous glimpse into why students and faculty aren't the way
they used to be -- and find out if we need to change the way we think and act to be more effective educators.
A-2. Emptoyment Law
Robert McKnight, Esq. , Murphy & McKnight, New Orleans, LA
Mr. McKnight will focus his presentation on the latest resources and research tools to help you answer your patrons'
questions on labor and employment issues. He will also delve into the general rights and responsibilities we all have as
employees and employers. Come discover the challenges we face when working through the employment law maze.
10:00 -11 :15 am

Session II

B-1 . Censorship@Your Library - Update
Timothy Coggins, University of Richmond School of Law Library; Rhea Ballard-Thrower, Georgia State University College
of Law Library; & James Hashek, Esq., Roberts, Katz & Boudier, New Orleans, LA
On June 26, 1997 the US Supreme Court decided that the Communications Decency Act was unconstitutional,
declaring that the Act was so broad and poorly defined that it violated the free speech of adults. Bruce Ennis, the attorney
representing the American Library Association and others in the case, called the Court's decision the '1egal birth certificate
of the Internet. " Censorship isn't just about the Internet. There are many other attempts to restrict access to materials and
to make librarians "porno cops." How do these issues affect law libraries? Should there be restrictions placed on books and
the Internet? Are law librarians sufficiently involved in this issue, or is this simply an issue for public and school librarians?
One law librarian will address censorship issues generally and what has happened since the CDA decision. An attorney will
discuss his perspective of censorship based on his involvement with a school censorship case in Louisiana; and another law
librarian will discuss how the use of the Internet to access "pornography" has directly affected her law school library.
B-2. Training, Teaching and Whatever Happened to Reference?
Cynthia Jones, Phelps Dunbar, New Orleans, LA; Amy Osborne, University of Kentucky College of Law Library; and Mike
Smith , U.S. Court of Appeals for the Fifth Circuit Library
This program will offer insights into how to handle the pressures and time constraints of training staff and student
workers, as well as teaching law clerks and law students. When we also devote a couple hours a day to giving reference
assistance, how do we make it through each day? The speakers will share their time and energy management techniques,
as well as divulge their creative ways of dealing with a demanding clientele attorneys, judges, law clerks, law students and
law faculty. They even manage to keep up-to-date with Internet resources and technology! Join this high-powered panel
for a fascinating look at their coping skills in their fast-paced library worlds!
11 :45- 1:30 pm

LUNCH at the PLIMSOLL CLUB, 30th Floor, World Trade Center
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Remarks by ANNE GRANDE, AALL Treasurer / Sponsored by Matthew Bender*
2:00 - 3:15 pm

Session Ill

C-1. Creative Marketing
Hazel JohMn~tohn'... La&wJ Lib_rary SRervli~ehs CNorthnsucltant, _RichmdoKandth
, Vicrginia; _CoK~n ietr~aktzSent , SktmithA
, tlAndtaersGoAn, Blount, Dorsett,
1c .,,11
ermgan, a etg , o
aro1ma an
y ross 1m, 11pa Ic
oc on,
an ,
Survey results indicate that a majority of law librarians market library services through traditional methods like job
performance. While providing optimal library services is a primary means of marketing, efforts to be deemed professionals
and equals among the attorneys, administration , and faculty must be creative and effective. This program examines innovative
ways to market librarians as professionals outside of the traditional library environment

___)

C-2. Medical and Legal Libraries: Organizational Partnering & Reconstruction
Herb Cihak, University of Kentucky College of Law Library and Janet Stith, University of Kentucky Medical Center Library
Is your organization prepared to confront the information technology challenges which the twenty-first century poses?
Should your organization change? What can your organization change into? What results can be expected from
organizational partnering and reconstruction? Leadership principles, a liberation philosophy, and creation of a learning
organization can transform any organization. Learn from two information transformation professionals who used key
leadership principles to bring about a change-supportive environment in their libraries, as well as replaced delegation and
empowerment with liberation as a foundation for organizational reconstruction.
3:30 - 4:45 pm

Session IV

D-1. Second-Lining in the Land of Dreams
Bruce Raeburn, Hogan Jazz Archives, Tulane University
Join the curator of the Hogan Jazz Archives at Tulane University for an exploration of New Orleans' multi-cultural jazz
heritage and an examination of current developments with the city's efforts to preserve the jazz heritage. Illustrations will
include video clips of the first jazz recording, "Kid" Ory performing a creole song and a marching band in a 1929 Zulu parade.
D-2. Electronic Dissemination of Court Opinions
Catherine Lawman, Law Library of Louisiana; Holliday Osborne, Emory School of Law Library; and Kay Guillot, U.S. Court of
Appeals for the Fifth Circuit Library
Federal and State courts have begun to publish their opinions on the Internet. Kay Guillot and Catherine Lawman
will discuss some of the problems and solutions encountered in the publishing process. Holliday Osborne will discuss the
Federal Court Finder page maintained at Emory. The Internet is a new frontier and provides new, exciting possibilities for
making information available to the general public. Electronic publication of materials has required the courts to make
decisions on formatting, how much material to make available and more. This presentation will provide a look at how law
librarians assist the courts to make electronic information available.
6:30 - 9:00 pm

Dinner/Reception

Cabildo Museum

__

__J

Sponsored by Lexis/Nexis*

Saturday, March 14
7:30 - 9:00 am
9: 15 -10:30 am

Sponsored by West Group*

Continental Breakfast & Business Meeting
Session V

E-1. Technology, the Library & the MIS Department
Ben Cowgill , Esq., Woodward, Hobson & Fulton, Lexington , KY
Information Technology is "Ir' - the one thing that lawyers everywhere are scrambling to acquire. Everyone wants
IT, but who is responsible for getting IT? And once IT arrives, who is responsible for main1aining IT? This presentation will
explore the opportunities and challenges facing librarians in a brave new world where IT is ubiquitous.
E-2. Louisiana's Uncommon Legal History
Dr. Judith Kelleher Schafer, Associate Director of the Murphy lnstiMe of Political Economy and Visiting Associate Professor
of Law at Tulane University; Dr. Mark F. Fernandez, Associate Professor of History at Loyola University; and Dr.
Warren M. Billings, Distinguished Professor of History at the University of New Orleans.
Long avoided by trained historians and left to law professors who emphasized its uniqueness, the study of Louisiana's
legal history is now experiencing a renaissance. Three of the leaders who have broken new ground with their own research ,
as well as encouraged a cadre of budding legal history scholars, view the law as inextricably intertwined with culture and
society. Discussing how Louisiana law has shaped and been shaped by beliefs, class, gender, race, power, and economics,
Professors Schafer, Fernandez and Billings will explore major themes in the "New Louisiana Legal History."
10:45 - Noon

.J

Session VI
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Scholarship: Continuing Member Ranking Sheet

LUCILLE ELLIOTT SCHOLARSHIP
CONTINUING MEMBER SCORE SHEET
(SEAALL member for more than 3 years)

Applicant's Name_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
( 1)

Participation in and service to profession
(award maximum of 30 points)

(2)

Intended use of scholarship
(award 30 points for SEAALL activity)
(award 25 points for AALL institute, library
or law school expenses)
(award a maximum of 20 points for other activity)

(3)

Financial need (lack of employer assistance)
(award maximum of 30 points)

(4)

Letters of recommendation
(award maximum of 10 points)

(5)

Previous SEAALL Scholarships (deduct 5 points
for each previously awarded scholarship)

TOTAL POINTS:

Award scholarship? No _ _

Yes _ _

Reviewer's name

---------------
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Amount - - Date:- - - -

Scholarship: New Member Ranking Sheet

LUCILLE ELLIOTT SCHOLARSHIP
NEW MEMBER SCORE SHEET
(SEAALL member for 3 or fewer years)

Applicant's Name_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
( 1)

Participation in and service to profession
(award maximum of 15 points)

(2)

Intended use of scholarship
(award 40 points for SEAALL activity)
(award 35 points for AALL institute, library
or law school expenses)
(award a maximum of 30 points for other activity)

(3)

Financial need (lack of employer assistance)
(award maximum of 35 points)

(4)

Letters of recommendation
(award maximum of 10 points)
TOTAL POINTS:

Award scholarship? No _ _

Yes

--

Reviewer's name

·---------------
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Amount - - Date:- - - -

Appendix
[SECTION ADDED 3/98)

Brochure: What is a Law Librarian')

2 1

•••••

•••••

Types of Law Librarians
Private Law Librarians: Private law
librarians are employed in law firms
of all sizes in towns and cities
throughout the country. They also
manage the law libraries of corporate legal departments and government agencies.

What
•
IS a
LavV Librarian?

Government Law Librarians: These
librarians serve the legal information
needs of the judiciary. They are
found in areas ranging from the
large urban federal court library to
the isolated rural county law library.
Academic Law Librarians: Academic law librarians instruct law
students in the effective use of print
and online research tools. They work
closely with law school professors to
provide research support. They also
serve mem hers of the university
community, the practicing bar, and
the general public.

Prepared by the
Publicity and Public Relations Committee
Southeastern Chapter
American Association of Law Libraries

)

•••••
A Law Librarian
A Law Librarian is a skilled information specialist who
works in public and academic libraries, law firms,
corporations, government agencies, court libraries and
as independent consultants. They help judges, attorneys, professors, students, and members of the public
find information on legal issues.

•••••
What does a Law Librarian do?
A Law Librarian performs various duties relating to the organization and distribution
of legal information. These duties include:
./ specialized reference and research services

•••••
Qualifications of a
Law Librarian
Most employers require a Master's
degree in Library Science or Information Services for a professional
position. A law degree is required
for some positions, especially in law
schools. Computer skills and an interest in law are desirable.
Paraprofessional positions are
available for people with Bachelor
degrees with
management
experience and
Ii brary science
course work

./ teaching legal research and materials use
./ online database searching and training
For more informc1tion c1bout

./ evaluating and collecting legal materials

the lc1w librc1rinn profession,

./ promoting resource sharing among libraries

contact the American Asso-

./ designing and maintaining circulation systems

ciation of Lnv Librc1ries at

./ preparing fiscal reports, budgets and long range plans

312-939-4764.

Government Relations Policy
SOUTHEASTERN CHAPTER OF THE
AMERICAN ASSOCIATION OF LAW LIBRARIES
GOVERNMENT RELATIONS POLICY

July, 1996
I.

INTRODUCTION

The South Eastern Chapter of the American Association of Law Libraries began in 1937 when a group of ten law
librarians from four North Carolina law libraries met to form the North Carolina Law Librarians Association . Later the group
was joined by law librarians from South Carolina and became the Carolina Law Librarians. In 1939 it changed its name to
the Carolinas Chapter of the American Association of Law Libraries. The group continued to broaden its membership and
become the South Eastern Chapter of the American Association of Law Libraries (SEAALL) in 1954. SEAALL is a non-profit,
professional organization devoted to promoting law librarianship and developing and increasing the usefulness of law libraries.
Its more than 500 members work in Southeastern United States libraries, serving government officials, the bench , the bar,
legal scholars and the lay public.
Law libraries and their users are affected by a broad span of public policy concerns ranging from the development
of state and national information infrastructures and the dissemination of government information to intellectual freedom and
intellectual property. SEAALL members are responsible for ensuring that federal , state and local legal information resources
are developed, managed and shared effectively.

II.

GOVERNMENT INFORMATION POLICY

Accessible government information is both an essential principle of a democratic society and a valuable resource
created at taxpayer expense. Timely and equitable access to government information is the cornerstone of SEAALL's
Government Relations Policy. SEAALL supports nondiscriminatory access to information for all library users.

A

Freedom of Information
Public inspection of government records under public records laws is the foundation for citizen access to state
government information. Public records laws must be amended periodically to ensure that government information is available
in a timely manner and in a format useful to the requestor. Legislation and regulations governing exemptions from public
access should strike a careful balance between citizen access to government information and legitimate privacy interests.
B.

Privacy
The public's right of access to government information must be balanced against individuals' concerns about revealing
personal information held in government files. Privacy laws will help insulate sensitive personal information from a world of
interconnected databases.
Dissemination of Government Information
Federal , state and local governments have a duty to disseminate government information to their citizens.
Government information should be available to the public at no or low cost in both traditional and electronic formats. Any
revenue garnered by governments from the sale of public information should be reinvested in the infrastructure which delivers
the government information to the public.
The commercial sector plays an important role in the dissemination of government information. Citizens are served
by a diversity of information providers, and no public or private entity should enjoy a monopoly over any body of government
information. Nor should any entity limit the dissemination of government information through exclusive contracts, resale
restrictions or other restrictive trade practices.
C.

D.

State Depository Library Programs
State depository libraries operate under a statutory obligation to make government information available to the public.
State Depository Library Programs should provide for a system of equitable, effective, no fee, efficient and dependable access
to and dissemination of government information from all branches of government in a variety of formats. As state
governments move into the electronic environment, depository libraries are increasingly important channels through which
citizens access legal information. With the increased creation of government information in electronic format, many state
agencies share in the dissemination of government information. To ensure that state government information is disseminated
through depository libraries, SEAALL believes that each state should establish and maintain a strong, central authority with
the ability to promulgate and enforce agency compliance with relevant laws, regulations and policies.
E.

Government Tax Policy
IRS tax policy on tbe treatment of business inventories has shortened dramatically the inventory life of most book
titles. Many publishing companies reduce inventories to minimize tax liability. This development has caused books to be
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produced in smaller runs and to go out of print more quickly, making it more difficult for libraries to obtain the books that they
need for their collections. SEAALL supports legislation to create an equitable tax policy which takes into account the special
inventory requirements of the publishing industry.

Ill.

J

LEGAL RESOURCES

SEAALL members can provide leadership and guidance in developing and managing state legal resources.
Coordinated action is needed to build specialized legal collections and interlibrary service networks. SEAALL supports timely
and equitable access to legal resources regardless of the format in which the information is fixed, as well as efforts to develop
appropriate technical standards for information technology.

IV.

INFORMATION TECHNOLOGY

A

Information Infrastructures
SEAALL supports the development and integration of the National Information Infrastructure (NII) and similar state
information infrastructures to take advantage of the nation's information, communication and computing technology resources.
The development of the N IJ and state information infrastructures should ensure broad public access to electronic government
information by providing low-cost access for all citizens regardless of income or geographic area. SEAALL believes that the
development of an open network architecture system will ensure broad public acc~ss. The right of fair use and the
noncopyrightable nature of federal and state government information paid for by taxpayers should be maintained in the
electronic environment.
B.

Telecommunications
No modem law library can operate without telecommunication services. Cataloging utilities, electronic bulletin boards
or computer-aided legal research all depend upon electronic data transfer. SEAALL is concerned the rising telecommunication
costs may limit access to information. SEAALL supports a regulatory environment that fosters an efficient and economical
flow of electronic information to and from libraries. In particular, SEAALL urges lawmakers to guarantee affordable
telecommunications rates for libraries.

V.

FEDERAL AND STATE SUPPORT FOR LIBRARIES

A

Conferences
SEAALL supports periodic federal and state conferences and similar forums to evaluate library services. Following
each conference, appropriate resolutions adopted by the conferees should be communicated to national and state government
officials for their review and implementation.

J

B.

Library Funding
Libraries are critical to the well-being of society. SEAALL supports full funding of access programs such as State
Depository Library Programs and public law libraries to promote public access to legal materials.

VI.

PRESERVATION

The high acid content of most paper produced since 1850 has reduced drastically the life of books, resulting in the
deterioration of significant law library materials. Libraries must help preserve the intellectual content of these valuable
resources.
SEAALL supports efforts to establish and fund preservation activities. Initiatives such as preservation photocopying,
microfilming and data scanning are needed to reformat information fixed on brittle paper. De-acidification programs will limit
further loss of paper documents. Preventive measures, notably policies promoting the use of permanent alkaline paper, will
curtail the spiraling cost of preserving the human record.
Leaders in library, government, industry and academic circles must design and deploy coherent strategies for
preserving and archiving electronic information.

VII.

INTELLECTUAL PROPERTY

A

Copyright law
SEAALL affirms that the primary purpose of copyright law is to promote the creation and dissemination of knowledge
and supports laws that promote an equitable balance between the rights of information users and the rights of copyright
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_J

holders. Revisions to and interpretations of the copyright law should maintain this balance by interposing the fewest obstacles
to the broad distribution of ideas in all media and formats.
B.

Public Domain Status of Government Publications
SEAALL supports a general prohibition again copyright protection for government works. Similarly, SEAALL opposes
any copyright-like royalty arrangements that restrict the flow of information from the government to the public.
The text of primary legal materials such as judicial or administrative decisions, staMes and regulations must remain
in the public domain. SEAALL opposes any proposed revisions to or interpretations of the copyright law that limit access to
primary legal materials.

VII.

INTELLECTUAL FREEDOM

Censorship
SEAALL supports the dissemination by libraries of materials on all subjects and opposes censorship in any form.
The chapter endorses the American Library Association's Library Bill of Rights.
A.

B.

Confidentiality
SEAALL supports the passage of strong state laws protecting the privacy rights of library users.

IX.

CONCLUSION

SEAALL supports a pro-active program to inform its members of current issues and to assist government decision
makers in developing laws and policies consistent with this Government Relations Policy.

Approved by the Government Relations Committee July 3, 1996
Adopted by the SEAALL Executive Board July 21 , 1996
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Time line of Articles / Bylaws amendments

Time line SEAALL Articles & Bylaws
Editor 's Note: The official version of this document is maintained by the Secretary.

1954

SEAALL is formally constituted from the North Carolina Association of Law Libraries

1966

Constitution is amended to include West Virginia in the geographic boundaries of SEAALL

1982-83?

Bylaws are amended to provide for a one year term for the president

1984

At the business meeting of July 2, the bylaws are amended to provide for Associate Membership for
those residing outside the southeastern region.

1986

At the business meeting of April ?, the bylaws are amended: 1. To establish that if dues are not

·.J

received within 3 months ofthe due date, newsletter subscriptions will be suspended; 2. To separate
the offices of secretary and treasurer, and to give each office a two year term; and 3 . To establish
a mail ballot for amendments to the constitution and bylaws.
1988

At the business meeting of June 27, the constitution was amended to include the Constitution &
Bylaws Committee and the Newsletter Committee among the standing committees.

1989

On April 7, 1989 SEAALL became incorporated and the Constitution and Bylaws were replaced
with new Articles of Incorporation and Bylaws.

1990

At the spring business meeting ( date?), the by-laws were amended to provide for student members.

1990

At the business meeting of July 22, 1. All references to the constitution were replaced with the word ·.J
articles. 2. Darity was provided as to who could hold office. 3. Provision was made to notify the
membership of amendments to the articles and bylaws through publication in the newsletter. 4. The
ability of part-time workers to be members was clarified. 5. The right to vote was extended to all
members.

1992

At the business meeting of July20, captions were added to articles and bylaws sections to make
labeling of the sections uniform. Two substantive additions were made: 1. The provision that the
president of SEAALL must also be a member in good standing of AALL. 2. All changes in the
articles and bylaws must be forwarded to the chair of the AALL Constitution and Bylaws committee.

1995

At the July business meeting two amendments were made: 1. The bylaws were amended to change
the dates of the election of officers so that the officers would be installed at the SEAALL Annual
Meeting. 2. The Articles were amended to include the District of Coh.nnbia in the SEAALL
geographic region.

1998

In a mail ballot in February 1998, Article IV was amended to include the U.S . Virgin Islands in the
SEAALL geographic region. At the July business meeting, life membership requirements in the
Bylaws were modified and provision was made for the addition of 2 members at large to the
Executive Committee.

.J
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30301

NOV 3 u 1990

.S0Ll7HEAS7ER~ CHAPTER 0~ THE
A~E~icA ~ ~ss:~! AT! ON 0~ LAW

E:.1r, . . . _ f i c 2 t : or, Numt,e r:

Contact Person: ·
ROBERTA VAN METER
Contact Telephone Number:
(404) 331-0185

~! E:=:t,F::~ s I :'~C'
; :_ 5:. !i.:,_;-;-;.; Of-:A\!GE AVEN~: : 7TH FL

: R~A~DO, FL

2230!
Interna! Revenue Code
Secti b~ 501!clCS>
Accountins Peribd Ending:
i'1a.:-ct, 31 .
Form 990 Required:
Yes
Addendum Applies:
No

Based on infprm at io n sup?! led, and assuming your operations wi II be as
stated in your appl i cat:on for recognition of exemption, we have determined
y(,u a.:· e e ::em~, t f',· c,rn Feder-al ir:come tax ur,der section 501(a) of tt,e Interr,a i
Reve ~u e Coce as an orsa~ i zat i on described in the section indicated above.
U~ ! ess spec i fica ; iy exce?ted, you are I iable for taxes under the Federa !
:nsuranc e Co~t rib utions Act (soc i al security taxes) for each employee to wh om
you ~a y i :OO or mor e du ~ in s a calendar year. And, unless excepted, you a. r e
~ l s o , l a b: e for tax under the Federal Unemployment Tax Act for each emp!oyee
t o w~om yo u ~!y $50 or ~or e dur i ng a calendar qu1rter if, du~ing the current
or ~rece~ in 3 caiendar y~ar, you had one or more employees at any t i me in each
of :o ca i endar ~ee ks or you paid wages of Sl,500 or more in any calendar
~uarter. !f you have any questions about excise, ~mployment, or other Federa l
ta:;e:; , ~· i ease acc r· ess t :·,em to ·this off i ce.
If your sources of support, or your purpoi~s, character, or method of
n~ eration change, plea~e let us know so we can consi~er the effect of the
cha n3e _on your exempt ~~atus. !n the case of an amendment to your organ i zationa l document or byliws,· please . send us a~ c~py of the a.mended document or
t,y : a. .... s. Also, yc,u should inform us .-' ot._:,a1 ·1A :h'lJ.9es in your name or address •

.. . .../· ,!,):\\ ~.:'(; : ~{~~)~\~. . ~

.

Ir, the heading c,f this lette ( '~:;r ~~vf\ JffD=~ted whether you must file Form
9?0, Return of Organization E::empt -· Froill If,fo~•r.Tu:. If Yes is ir,dica.ted, you
ar-e r·equ i r-ec to f : le Fc,rm 990 only if your "g"r.ciss receipts each year .are
normal !y more than SZ5,000. Houever, if you receive a F~rm 990 packa.3e in the
mai I, please file the return even if you do not exceed the gross receipts test.
:; you a r e no t required to file, simply attach the label provided, check the
bo ~ in the head i ng to indicate that your annual gross r~ceipts are normally
$25 , 000 or l ess, and sign the return.
If a. t·eturr, i s re\~u i,·ec, it must be filed t,y the 15H, da.y of the fifth
Letter 943CDO/C6)

_...,_
SOUTHEASTERN CHAPTER OF THE
mont\ after the end of you r annua! acCQu~t i ~3 p!rlod. A pena!ty cf S!O a day
,s c ~ar3ed w~en a ret~r~ !~ fi ! e~ !~te, ~n!ess there ls reasona~le ca~se for
t~e de : ay. Ho~e ve r , t~e ~1::i mum pena!ty char3ed cannot e=ceed s~,000 or 5 perce nt of your sross r ece i pts ror the ye~r, wh!chever i s !ess. This pena!ty may
a ! s o be c ~a r9 e~ ! fa retur ~ is net corn?!ete, so please be sure your return i s
co=~ ! ete before yo~ f ! ! e ! ~.
You are not re~ulred to f : !e Federa! tncome tax returns unless you are
i~tJect to t~e ta = on unre i ated bus i ness income under sect i on ~11 of the Code.
:: y ,:,:.: a·· e s :..:.__: ect t (= t~.i :; ta::, y,:, u :r.ust file a·r, income ta:{ return c,r, Form
??0-7 1 ~~empt Or3anlzatlon Eus!ness !nco~e Tax Return. In thi, letter we are
n~t ~! te rrn ! n!~ 3 whether anv of your present or proposed activities are unrelated tra ~e or b~siness as defined in section 5!3 or the Code.
You need an employer identification number even if you have no employees.
If an e~ploye r identification number was not entered on your application,
a nu@b er wi; I be assigned to you and you wi !I be advised of it.
Please use
that number on a ! I returns you file and in all correspo~dence with the Interna l
R2 ve r:we Se:·v ic e.
Donors rnay net deduct contributions to yoti because you are not an organiza t ion descr i ~ed in section _ 170!c) of the Code. Under section 6113, any
fund~a i sin5 solicitation you make mcst include an express statement <in a
c on sp icuou s and easi ty reco3nizat!e format> that contributions or gifts to you
are not de~u:t ib! e as char ; table contribut ~ons for Federal income tax purposes.
Th i s pr~vision does not ap?IY, however, if your ~nnual gross receipts are
norma~ !y $100,000 or less, or if your solic i tations are made to no more tha ~
te n persons during~ calendar year. !he law provides penalties f or fa i !ure t~
comply ~ i th t hi s requirement, unless fai !ure is due to reasona~le cause.
!f we have in dicated 1 n the headin3 of th i s !et~er that an adde~d~m
a;,p: ies , t ~,e enc lc,sed addendum is ar1 ir,te3ra! par-t of th:s letter.

Because this letter c ~uid h~!p -es o:v e a~y ~uestions about your exempt
stat~s, you should keep i t in your p~rmanent r~~crds.
!f you have ~ny questions, p ! eas~ contact the ?erson whose name a~d
teie;·~-,:.~: e nt:'..lber ::Qre :shown in tt,e head:r;s of this le~ter.

Sincere ly yours,

G~.-Paul li:ill :ams
Dist~ict Director
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Year

Event

Location

Date

1980

Meeting

Gatlinburg, TN

August 11-13

1981

Meeting

Williamsburg, VA

August 13-15

1982

Joint Meeting with Atlanta Chapter

Atlanta, GA

March 19-21

1983

Meeting

Lake Buena Vista, FL

February I 0-12

1984

Meeting

Nashville, TN

April 12-14

1985

Meeting

New Orleans, LA

March 7-9

1986

Meeting

Charlottesville, VA

April 17-20

1987

Meeting

Charleston, SC

April 2-4

1988

Meeting

Lexington, KY

April 14-16

1989

Meeting

Miami, FL / Nassau, The
Bahamas

April 14-17

1990

Meeting--An Anthology of Issues Facing
libraries

Oxford, MS

April 5-7

Post Conference Institute -- Organizational
Development: Library Power and
Performance

Oxford, MS

April 7-8

Pre-Conference Institute - Copyright Law

Tuscaloosa, AL

March 13

Meeting -- Issues in the 90's

Tuscaloosa, AL

March 13-16

Pre-Conference Institute -- Negotiating the
ManagementMa=e

Callaway Gardens, Pine
Mountain, GA

April 9

Meeting-- Discovering New Worlds: The
State of law librarianship in 1992

Callaway Gardens, Pine
Mountain, GA

April 9-11

Pre-Conference Institute -- Computer
Networking in Law libraries

Charleston, WV

April 15

Meeting -- West Virginia Patchwork:
Piecing it Together

Charleston, WV

April 15-17

Pre-Conference Institute -- CD Rom
Technology: The Future is Here

Asheville, NC

March24

Meeting -- North Carolina Inspirations

Asheville, NC

March 24-26

Pre-Conference Institute -- Life in Your
Organi=ation: From Hiring to Retiring

Richmond, VA

April 6

1991

1992

1993

1994

1995
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1996

1997

1998

1999

2000

Location

Event

Year

Date

Joint Meeting with VALL -- Connected to
the Past, Connections to the Present,
Connecting to the Future

Richmond, VA

April 6-8

Pre-Conference Institute -- Improving
Effectiveness with Time Management,
Stress Reduction and Creativity

Austin, TX

March 28

Joint Meeting with SWALL -- Beyond
Boundaries: law Libraries Linking the
World's Information

Austin, TX

March 28-30

Pre-Conference Institute -- The Messenger
and the Message: Effective Communication
Skills for Law Librarians

Tallahassee, FL

April 17

Meeting -- Law Libraries in the Sunshine

Tallahassee, FL

April 17-19

Pre-Conference Institute -- Power &
Influence: Tactics for Success

New Orleans, LA

March 12

Meeting -- SEAALL@NewOrleans.98

New Orleans, LA

March 12-15

Pre-Conference Institute - Training the
Trainers

Knoxville, TN

April 15

Meeting - Tradition and Transition:
SEAALL at the New Millenium

Knoxville, TN

April 15-17

Pre-Conference Institute

San Juan, Puerto Rico

April 14

Meeting

San Juan, Puerto Rico

April 14-18

6
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Marguerite Rey Florent (Loyola University)
Dorothy C. Hill (Stetson University)
Constance M. Matzen (Smith, Anderson, Blollllt, Dorsett, Mitchell)
Carol Avery Nicholson (University of North Carolina)
Diana Osbaldiston (University of South Carolina)
Carla Downer Pritchett (Loyola University)
Karen L. Stone (Norrolk Law Library)
1991

Penny Gibson (University of Alabama)
Dana L . Gray (Adams Kleemeier Hagan Hannah & Fouts)
Ismael Gullon (Mercer University)
Jack Kotvas (Regent University)
Maurine B . Mattson (Mississippi College)
Peggy Mitts (U.S . Court of Appeals for the Fifth Circuit)
Joyce A. McCray Pearson (University of Louisville)
Martha E. Thomas (Wake Forest University)

1992

Nancy Deel (Georgia State University)
Kenneth J. Hirsh (Duke University)
Billie Jo Kaufinan (Nova University)
Robert J. Mtmro (University of Florida)
Paul M . Pruitt (University of Alabama)
Karen S. Schubart (Clark & Stant)
Jackie Shieh (Georgia State University)
Barbara J. Sutherland (Kentucky Department of Public Advocacy)
Deborah K. Webster (University of North Carolina)
Gail Zwimer (Hllllton & Williams)

1993

Barbara James (Georgia State University)
Margaret Collins (Duke University)
Kevin Hourihan (Tulane University)
Catherine Lemann (Law Library of Louisiana)
Sue Burch (University of Kentucky)
Marguerite Most (University of North Carolina)

1994

Jill Jones (University of Alabama)
Amy Osborne (Landrum & Shouse)
Karen Papasodora (Regent University)
Kelly Peterson (North Carolina Central University)
Michelle Tsai (Wake Forest University)
Ajaye Bloomstone (Louisiana State University)
Hazel Johnson (Northport, Alabama)
Rita Parham (Louisiana State University)

1995

Kathleen Miller (Regent University)
Allen Moye (University of Richmond)
Sandra Dyer (University of North Carolina)
Carol Gebel (North Carolina Supreme Court)
9
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Madeline Herbert (Louisiana State University)
Patricia A. Wyatt (Brov.n Todd & Heyburn, Louisville, KY)
Rhea Ballard (Georgi.a State University)
Jack Bissett (Washington & Lee)
Mary Smith Forman (Akerman Senterfitt & Eidson, Orlando, Fl) -- declined
1996

Sally Curtis Askew (University of Georgia)
Evelyn Campbell (Norfolk Law Library)
Maureen Eggert (Mississippi College)
Mary Brandt Jensen (University of Mississippi)
Sue T . Lee (Eleventh Circuit Court of Appeals)
Joyce Ziegler (Mississippi College)
Gail Zwimer (Hunton & Williams)

1997

Venesia Y. Adams (Mississippi College)
Diane Altimari (Nova Southeastern)
Kelly Brown (University of Tennessee)
Connie Matzen (Smith Anderson Blmm.t Dorsett & Jernigan)
Brandon Quarles (University of Richmond)
Lisa Smith-Butler (Georgi.a State University)
Georgianna G. Wellford (Virginia Attorney General)

1998

Carol Bredemeyer (Northern Kentucky University)
Edna Dixon (Georgi.a State University)
Timothy Hnnt (Loyola University)
Jack Montgomery (University of Missouri)
Debbie Wilson (Norfolk Law Library)

10
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Service to SEAALL Award Recipients

1989
1990
1991
1992
1993
1994
1995
1996
1997
1998

Ed Edmonds (Loyola University)
Lany Wenger (University of Virginia)
Carol Billings (Law Library of Louisiana)
Hazel Johnson (North Carolina State University)
Mary Forman (Akerman, Senterlltt & Eidson)
Betty Kem (Law Library of Louisiana)
Timothy Coggins (University of Alabama)
Pam Williams (University of Florida)
Sally Wiant (Washington & Lee)
Ed Schroeder (Florida State University)

11
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Life Members

Name

Retiring Institution

Mary Oliver

University of North Carolina

1985

F ranees Hall

North Carolina Supreme Court

1993

Cherry Thomas

University of Alabama

1993

William Younger

Alabama Supreme Court

1993

Erwin Surrency

University of Georgia

1994

Steve Huang

University of South Carolina

1997

Year elected to life membership

J

12

SEAALL Handbook: Pa& Presidaits

Past Presidents

North Carolina Law Librarians
Lucile Elliott (University of North Carolina)
William Roalfe (Duke University)

1937-38
1938-39

Carolinas Law Librarians
Dillard Gardner (North Carolina Supreme Court)

1939-40

Carolinas Chapter, AALL
Mary Covington (Duke University)
Donald Gulley (Wake Forest University)
Lucile Elliott (University of North Carolina)

1940-41
1941-42
1942-43

Chapter activties suspended during WWII
A. Elizabeth Holt (Wake Forest University)
Sarah Leverette (University of South Carolina)
Ruth Corey (Georgia State Library)
Mary W . Oliver (University of North Carolina)

1948-49
1949-50
1952-53
1953-54

Soutlteastern Chapter, AALL
Mary W . Oliver (University of North Carolina)
Jane Oliver (Georgia State Library)
Corinne Bass (University of Mississippi)
Dorothy Salmon (University of Kentucky)
Kate Wallach (Louisiana State University)
Stanley Bougas (Emory University)
Jeanne Tillman (University of Virginia)
Betty W . Taylor (University of Florida)
U.V. Jones (Emory University)
Mary Polk Green (Vanderbilt University)
Sarah Leverette (University of South Carolina)
Leah F . Chanin (Mercer University)
Pea.rl W . Von Allmen (University of Kentucky)
William C. Yollllger (Alabama Supreme Court)
Caroline C. Heriot ( (Loyola University)
Anne H . Butler (Alston Miller & Gaines; Atlanta)
Robin K. Mills (University of South Carolina)
Donald Ziegenfuss (Carlton Fields: Tampa)
Kay Todd (Paul Hastings Janofsky & Walker; Atlanta)
Edwin M . Schroeder (Florida State University)

13

1954-55
1955-56
1956-57
1957-58
1958-59
1959-60
1960-62
1962-64
1964-66
1966--68
1968-70
1970-72
1972-74
1974-76
1976-78
1978-80
1980-82
1982-83 (elected to complete Mike
Beaird term)
1983-84
1984-85

SEAALL Handbook: Past Presidents

Richard A. Danner (Duke University)
Carol D. Billings (Law Library of Louisiana)
Hazel L. Johnson (Smith & Hulsey: Jacksonville, Fl)
Mary D . Smith (Akerman Senterfitt & Eidson: Orlando)
J. Wesley Cochran (University of Mississippi)
Timothy L . Coggins (University of North Carolina)
Mary F . Cross (Steams Weaver; Miami)
Echmmd P . Edmonds (Loyola University)
Pamela D . Williams (University of Florida)
Carol Avery Nicholson (University of North Carolina)
Joyce Manna Janto (University of Richmond)
James S. Heller (William & Mary)
Donna K. Bausch (Norfolk Law Library)
Sue Burch (University of Kentucky)

1985-86
1986-87
1987-88
1988-89
1989-90
1990-91
1991-92 (elected to complete Peggy
Martin term)
1992-93
1993-94
1994-95
1995-96
1996-97
1997-98
1998-99

..___,.J

J

.__,I
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Past Vice-President/President-Elects

North Carolina Law librarians
Carolinas Law Librarians
Carolinas Chapter, AALL
No VP/PE elected
Donald Gulley (Wake Forest University)
Marianne Long (Duke University)

1937-41
1941-42
1942-43

Chapter hiatus due to WWII
Unknown

1948-54

Southeastern Chapter, AALL
Unknown
Corinne Bass (University of Mississippi)
Dorothy Salmon (University of Kentucky)
Kate Wallach (Lousiana State University)
Stan Bougas (Emory University)
Betty Taylor (University of Florida)
No VP/PE elected
Mary Polk Green (Vanderbilt University)
Sarah Leverette (University of South Carolina)
Leah Chanin (Mercer University)
Pearl Von Allmen (University of Kentucky)
Bill Yonnger (Alabama Supreme Cowt)
Caroline Heriot (Loyola University
Anne Butler (Alston Miller & Gaines; Atlanta)
Robin Mills (University of South Carolina)
Michael Beaird (University of Mississippi)
Kay Todd (Paul Hastings Janofsky & Walker; Atlanta)
Ed Schroeder (Florida State University)
Dick Danner (Duke University)
Carol Billings (Law Library of Louisiana)
Hazel Johnson (Smith & Hulsey; Jacksonville, FL)
Mary Smith (Akerman Senter:fi.tt & Eidson; Orlando)
Wes Cochran (University of Mississippi)
Timothy Cog,gins (University of North Carolina)
Peggy Martin (Kilpatrick & Cody; Atlanta)
Ed Echnonds (Loyola University)
Pam Williams (University of Florida)
Carol Nicholson (University of North Carolina)
Joyce Janto (University of Richmond)
Jim Heller (William & Mary University)
Donna Bausch (Norfolk Law Library)
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1954-55
1955-56
1956-57
1957-58
1958-60
1960-62
1962-64
1964-66
1966-68
1968-70
1971-72
1973-74
1974-76
1976-78
1978-80
1980-82 -- resigned at end of term
1982-83
1983-84
1984-85
1985-86
1986-87
1987-88
1988-89
1989-90
1990-91 -- resigned at end of term
1991-92
1992-93
1993-94
1994-95
1995-96
1996-97
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Sue Burch (University of Kentucky)
Steve Hinckley (University of South Carolina)
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1997-98
1998-99

SEAALL Past Secretary-Treasurers. Secretaries and Treasurers

Past Secretary-Treasurers

North Carolina Law Librarians
Dillard Gardner
Lucile Elliott

1937-38
1938-39

Carolinas Law Librarians
Lucile Elliott

1939-40

Carolinas Chapter, AALL
Helen Maltby Lumpkin
Dillard Gardner

1940-42
1942-43

Chapter hiatus during WWII
Dillard Gardner
Margaret V. Shoemaker
Jeanne Tillman

1948-49
1952-53
1953-54

Southeastern Chapter, AALL
Sarah Leverette
Minette Massey
Ruth Corry
Catherine Maybury
Catherine Maybury
Frances Hall
Mary Polk Green
Pearl Von Allmen
Bill Yoooger
Nancy Jo Kitchen
Claire Donovan
Lamar Woodard
Kathie Price
F ranees Hall
Anne Slaughter-Towles
Ed Edmonds
Margarette Dye

1954-56
1956-57
1957-59 (resigned during term)
1959-60 (completed Corry's term)
1960-61 ( elected, then. resigned during term)
1961-63 (resigned during term)
1963-64 (appointed to finish term)
1964-70
1970-72
1972-75 (resigned during term)
1975-76 (appointed to complete Kitchen.'s term)
1976-78
elected in 1978, declined
1978-80
1980-82
1982-84
1984-86

Bylaws revision to create separate offices

Past Secretaries
Larry Wen.ger
Betty Kern
Alva Stone
Donna Bausch
Rhea Ballard

1986-88
1988-90
1990-92
1992-94
1994-96
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SEAALL Past Secretary-Treasurers. Secretaries and Treasurers

Connie Matzen

1996-98

Past Treasurers

Bill James
Diana Osbaldiston
Sue Burch
Kathy Heberer
Richard Boaz
Ladd Brown

1986-88
1988-91
1991-93
1993-95
1995-97
1997-99

18
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1997-1998

Newsletter/Public Relations
Mary McCormick (Florida State), Chair
Diana Osbaldiston (South Carolina)
Lisa Smith-Butler (Georgia State)
Cynthia Jones (Phelps Dunbar)
Sue Trask (William & Mary)

Articles & Bylaws
Jim Heller (William & Mary), Chair
Donna Bausch (Norfolk Law Library)
Sue Burch (Kentucky)
Education and Publications
Anne Klinefelter (Miami), Chair
Pauline Aranas (Vanderbilt)
Brian Baker (DC School of Law)
Emily Carr (Law Library of Congress)
Mary Louise Corbett (Wake Forest)
Ed Edmonds (Loyola)
Ismael Gullon (Mercer)
Hazel Johnson (Richmond, VA)
Carol Avery Nicholson (North Carolina)
Maria Pentas (BLU1Combe Collllty, NC)
Lisa Smith-Butler (Georgi.a State)

Nominating
Carol Billings (Law Library of LA), Chair
Nancy P. Johnson (Georgia State)
Billie Jo Kaufman (Nova Southeastern)
Steve Thorpe (Tennessee)
Linda Will (Greenberg Traurig)
Placement
Trina R . Robinson (Loyola), Chair
Melanie Dunshee (Duke)
Mary Mahoney (Mississippi College)
Dee Wood (Kentucky)
Sally Wambold (Richmond)

Government Relations
Melanie Dunshee (Duke), Chair
Brian Baker (DC School of Law)
Kelly Browne (Tennessee)
Tim Coggins (Richmond)
Rebekah Maxwell (Sinkler & Boyd)
Brandon Quarles (Richmond)

Program
Donna Bausch (Norfolk Law Library), Chair
Rhea Ballard-Thrower (Georgia State)
Kathy Crosslin (LEXIS/NEXIS)
Edna Dixon (Georgi.a State)
Tom French (North Carolina)
Catherine Lemann (Law Library of Louisiana)
Ebba Jo Sexton (Kentucky)
Lisa Williams (Parker Poe Adams, et al)

Local Arrangements 1998
Catherine Lemann (Law Library of LA), Chair

Scholarship
Reba Best (Tennessee), Chair
Georgia Chadwick (Gordon Arata, et al)
Pam Deemer (Emory)
Sallie Howard (Kentucky St Law Library)
Carol A Nicholson (North Carolina)

Local Arrangements 1999
Bill Beintema (Tennessee), Chair
Local Arrangements 2000
Mike Whipple (Puerto Rico), Chair

Service to SEAALL
Timothy Coggins (Alabama), Chair
Betty Kem (Law Library of Louisiana)
Joyce Janto (Richmond)
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Membership
Jack Bissett (Washington & Lee), Chair
Rhea Ballard-Thrower (Georgia State)
Reba Best (Tennessee)
Claire Engel (Nelson Mullins Riley et al)
Sheri Lewis (Mercer)
Tim Lewis (AL Supreme Court)
Eugenia Minor (Mississippi)
Elizabeth Moore (Loyola)
Carol Parris (Kentucky)
Marjorie Price (WV Supreme Court)
Lisa Williams (Parker Poe Adams & Bernstein)
Pam Williams (Florida)

Scholarship
Pam Deemer (Emory), Chair
Nancy Deel (Georgia State)
Tom French (North Carolina)
Joyce Janto (Richmond)
Iris Lee (Howard)
Terry Long (VA Supreme Court)
Charles Oates (Regent)
Nancy Strohmeyer (Loyola)
Service to SEAALL
Pam Williams (F1orida), Chair
Jim Heller (William & Mary)
Sally Wiant (Washington & Lee)

Newsletter and Public Relations
Ebba Jo Sexton (Kentucky), Co-Chair
Amy Osborne (Kentucky), Co-Chair
Wanda Barrett (Special Library Services)
Robert Linz (Mercer)
Brandon Quarles (Richmond)
Lisa Smith-Butler (Georgia State)
Sue Trask (William & Mary)

1998-99
Articles and Bylaws
Donna Bausch (Norfolk Law Library), Chair
Sue Burch (Kentucky)
Steve Hinckley (South Carolina)
Education/Pubilcations
Emily Carr (Law Library of Congress), Chair
Carol Bredemeyer (Northern Kentucky)
Edna Dixon (Georgia State)
Ismael Gullon (Mercer)
Anne Klinefelter (Miami)
Pamela Melton (South Carolina)
Eugenia Minor (Mississippi)
Miriam Murphy (Wake Forest)
Charles Oates (Regent)
Janet Reinke (Miami)

Nominations
Nancy Johnson (Georgia State), Chair
Herb Cihak (Kentucky)
Kathy Crosslin (Kilpatrick & Stockton)
Sally Warn.bold (Richmond)
Georgiana Wellford (VA Attorney General)
Placement
Dee Wood (Kentucky), Chair
Bill Cooper (William & Mary)
Maureen Eggert (Mississippi College)
Elizabeth Moore (Loyola)

Government Relations
Kelly Browne (Tennessee), Chair
Melanie Dw:lshee (Duke)
Brian Huddleston (Mississippi College)
Catherine Lemann (Law Lib of La)
Madison Moseley (Stetson)
Rebekah Maxwell (South Carolina)

Program
Sue Burch (Kentucky), Chair
Nona Beiseoherz (Loyola)
Bea Citron (St. Thomas)
Tim Coggins (Richmond)
Billie Jo Kaufman (Nova)
Amy Osborne (Kentucky)
Pedro Padillo-Rosa (Fiddler Gonzalez et al)
Ebba Jo Sexton (Kentucky)
Martha Thomas (Kilpatrick & Stockton)
Steve Thorpe (Tennessee)

Membership
Nona Beiseoherz (Loyola), Chair
Sheri Lewis (Mercer)
Rebekah Maxwell (South Carolina)
Carol Parris (Kentucky)
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Newsletter & Public Relations
Amy Osborne (Kentucky), Co-chair
Ebba Sexton (Kentucky), Co-chair
Julia Adams (Regent)
Haibin Hu (Wake Forest)
Pamela Melton (South Carolina)
Grace Mills (North Carolina Central)
Sally Wambold (Richmond)
Nominating
Herb Cihak (Kentucky), Chair
Tim Coggins (Richmond)
Tim Hunt (Loyola)
Nancy Johnson (Georgia State)
Placement
Maureen Eggert (Mississippi College), Chair
Bill Cooper (William & Mary)
Mary Mahoney (Mississippi College)
Elizabeth Moore (Loyola)
Pedro Padilla-Rosa (Fiddler Gonzalez et al)
Trina Robinson (Loyola)
Dee Wood (Kentucky)
Program
Steve Hinckley (South Carolina), Chair
Ed Edmonds (Loyola)
Alan Moye (George Mason)
Gail Warren (Virginia State L Lib)
Scholarship
Joyce Janto (Richmond), Chair
Trish Cervenka (Mercer)
Jim Heller (William & Mary)
Carol Nicholson (North Carolina)
Sally Wiant (Washington & Lee)
Debbie Wilson (Norfolk, VA)
Service to SEAALL
Sally Wiant (Washington & Lee), Chair
Donna Bausch (Norfolk Law Lib)
Ed Schroeder (Florida State)
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Past Newsletter Editors

Untitled Newsletter

Dates

Editor

1957-1959

Stanley J. Bougas, Emory University

1961-1962

Betty Taylor, University of Florida

1966-1967

Lamar Woodard, Stetson University

Southeastern Law Librarian
Dates

Volumes

Editor

1975

1

Peyton Neal, Washington & Lee University

1976-1980

2-6(#1)

Gene Teitelbaum, University of Louisville

1980-1982

6(#2)-8(# 1) Margaret Maes Axtmann, National Center for State Courts

1982-1984

8(#2)-9

Carol Billings, Law Library of Louisiana Louisiana
Patsy Brautigan, Law Library of Louisiana (8 #2, 8 #3)

1984-1986

10-11

Mary S. Bourget, Akerman, Sentemtt & Eidson
Hazel L . Johnson, Smith & Hulsey

1986-1988

12-13

Timothy L. Coggins, University of North Carolina

1988-1990

14-15

Michael J. Petit, University of Miami

1990-1992

16-17

Kathy Heberer, Rumberger, Kirk et al
Russell Gebet, Holland & Knight

1992-1994

18-19

Jim Gates, University of Florida

1995-1997

20-22

Mary McCormick, University of South Carolina
Florida State University

.__)
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Hazel L . .Johnson
Law Library Services Consultant
7003 West Grace Street
Richmond, V,rginia 13116
804-181-0807
Email: hjolu,so,ty,isinet

Memorandum

TO:

Continuing SEAALL ~

FROM:

Hazel Johnson, SEAALL Handbook Editor

RE:

SEAALL Handbook

DATE:

April 6, 1999

~~frJn_-

Enclosed are revised pages for your SEAALL Handbook. Several sections have been revised and
additionaJ forms have been added. J would encourage you to review the sections which relate to
your office for any changes. If you find anything.in error or contrary to your committee's current
practices, please let me know. Thanks for your help in updating and maintaining the handbook.
FILING INSTRUCTIONS: (I've read a lot of these, but never written any)
There are new pages for aJI sections EXCEPT the history section .which has replacement pages as
listed below.
Chapter Information Officers -

Replace all pages

Replace all pages

Committees -

Replace all pages

Administrative Positions Forms -

Replace all pages

Appendix History -

Replace all pages

Replace all pages

Cover Page .dated .3/98 Replace .with Cover Page dated 4/99
Replace with Table of Contents
Table of contents
P.ages 5/6
Replace with 5/6
Pages 9/10 - 17/18
Replace with 9/10 - 17/18
Error here - save your page 1.8 that be.gins the committee chair list
Pages 37/38
Replace with 37/40

Current Officers

President

.Steve Hincldey
University of South:C--arolina

Coleman Karesh Lawubrary
Main & Greene Streets
Colwnbia, SC 29208
· (803)
·(803) 177-9405 (fax)

hincldey@law:iaw.sc;edu

Secretary
Diana Osbaldi.ston
University of South Carolina
-Coleman Karesh Law Library
Main & Greene Streets
-COiumbia, SC 29208
(803)777.:5917
(803) 777-9405 (fax)
osbaldi.d@lawlaw.sc.edu

Vice-President/President·Elect

lp11uedi•re Past-President

Catherine Lemann

Sue.Burdi

Electronic Services Librarian
Law Library of Louisiana
Supreme Court Blqg., Rm 100
301 Loyofa Av,e.

University-Of Kentucky Law Library
-620 S. Limestone St.
Lexington; KY 40506
(606) 257-5133
(606) 323-4906 (fax)
sburch@pop.uky.edu

New Orleans, LA 70112
(504) 568-5701
(504) 568-5069 (fax)

clemann@lasc.om
Treasurer
Sally R Wambold
Tedniical Services Librarian
University ofRidmload~droo1 of LawLibrary
Rid:unand, VA 23 I 73
(804) 289-8226
· (804) 289-8683.{fax)
wambold@uofdaw.richmond.edu

.Meiiibers AfLat2e
Kathy Crosslin
Reference Librarian
Kilpatrick& Stockton LLP
-1100-Peachtree.Stre.et,.Suite 2800
Atlanta, GA 30309-4530
(404) 815(404) 815-6555 (fax)
kcrosslin@kilstockcom

Editor 'sNote: Sefond Member at Large
po.sition will be.filled in year 2000 election
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Current Committee Chairs

.,.-

Articles and Bylaws
Sue Burch
University of KY Law Library
620 S. Limestone St.
Lexington, KY 40506
(606) 257-5133
(606) 323-4906 (fax)
sburch@pop.uky.edu

Local Arrangements - '01
Rhea Ballard-Thrower
GSU College of Law Library
P . 0 . Box 4008
Atlanta, GA 30302-4008
(404) 651-4148
(404) 651-1112 (fax)
rballard@gsu.edu

Education/Publications
Charles Oates
Regent University Law Library
1000 Regent University Dr.
Virginia Beach, VA 23464
(757) 226-4452
(757) 226-4451 (fax)
charoat@regent.edu

Membership
Terry Long
Virginia State Law Library
100 N. 9th St., 2nd Floor
Richmond, VA 23219
(804) 786-2075
(804) 786-4542 (fax)
tlong@vsla.edu

Government Relations
Rebekah Maxwell
University of South Carolina
Coleman Karesh Law Library
Main & Greene Streets
Cohnnbia, SC 29208
(803) 777-1659
(803) 777-9405 (fax)
rrnaxweOl@law.law.sc.edu

Newsletter/Public Relations
Ebba Jo Sexton (Co-Chair)
Sue Burch (Co-Chair)
University of KY Law Library
620 S. Limestone Street
Lexington, KY 40506-0048
EBS - (606) 257-8351
ebbajo@pop.uky.edu
SB - (606) 257-5133
sburch@pop.uky.edu
(606) 323-4906 (fax)

Local Arrangements - '00
Mike Whipple
Univ of Puerto Rico Law Library
Rio Piedras Campus
P . 0 . Box 23310, UPR Station
San Juan, PR 00936-3310
(787) 763-7199
(787) 764-2660 (fax)
pwbipple@upracd.upr.clu.edu

Nominating
Hazel Johnson
McGuire Woods Battle & Boothe
901 E . Cary St.
Richmond, VA 23219
(804) 775-7620
(804) 775-1061
hljobnso@mwbb.com

Placement
Bill Cooper
Marshall-Wythe Law Library
College of William & Mary
P . 0 . Box 8795
Williamsburg, VA 23187-8795
(757) 221-3255
(757) 221-3051 (fax)
wlcoop@facstaff.wm.edu
Program
Catherine Lemann
Law Library of Louisiana
Supreme Court Bldg., Rm 100
301 Loyola Ave.
New Orleans, LA 70112
(504) 568-5701
(504) 568-5069 (fax)
clemann@lasc.org
Scholarship
Carol Avery Nicholson
University of North Carolina at
Chapel Hill
Law Library
CB 3385
Chapel Hill, NC 27599-3385
(919) 962-1199
(919) 962-1193 (fax)
carol_nicholson@unc.edu
Service to SEAALL
Ed Schroeder
Florida State University
College of Law Library
425 W. Jefferson St.
Tallahassee, FL 32306-1600
(850) 644-7486
(850) 644-5216 (fax)
escbroed@law.edu

